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INTRODUCTION

The Technical Assistance Program (TAP) is authorized by Public Law 96-480
of 21 October 1980, known as the Stevenson-Wydler Technology Innovation Act of
1980. Specifically, the TAP is mandated under the Office of Research and
Technology Applications (ORTA), which was also established at each Federal
laboratory by the Stevenson-Wydler Technology Innovation Act. It is the
function of each ORTA:

1. To provide and disseminate information on federally owned or origi-
nated products, processes, and services having potential application to state
and local governments and to private industry, and

2. To provide technical assistance in response to requests from state
and Government officials.

The DoD Domestic Technology Transfer Program regulation (DoD 3200.12~R-4
of April 1985) issued under the authority of DoD Directive 3200.12, Defense
Scientific and Technical Information Program of 15 February 1983 applies to
all DoD components that perform or fund research and development (R&D),
results of which may be transferred to state and local governments and to the
private sector, In particular, _it encourages the establishment of technical
volunteer programs as a resource to complement and support domestic technology
transfer activities, The TAP will use retirees and current employees to trans-
late the products of the Naval Ocean Systems Center to state and local govern-
ments and to -the private sector in a broker capacity. .That is, they will act
as a transfer agent, on donated time, to match the requirements necessary to
respond to technology transfer requests received. They may bring in other
retirees and current employees to participate in the exchange but only to the
extent that:

1., The retiree wishes to donate his/her time,

2. The current employee can donate his/her time which does not interfere
with assigned official role.

This report is provided as a guide on how to establish a TAP. ALl
examples and forms are based on NAVOCEANSYSCEN instructions. Any Federal
laboratory may adopt the program by simply revising the plan to suit their
organization,

NOSCINST 5700.1B (Appendix H) implemented the technology tra sfer program
at Naval Ocean Systems Center, San Diego.

PURPOSE

To establish a Technical Assistance Program (TAP) through a demonstration
project at the Naval Ocean Systems Center that will test dissemination of
technical information requested by state or 1local governments and private
industry in a large city environment and investigate the potential impact of
full implementation of the service.
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SCOPE

This is a plan to establish a Technical Assistance Program which would
aid NOSC in the transfer of federally funded R&D results to the civilian sec-
tor within the guidelines of the Stevenson-Wydler Technology Innovation Act,
The targeted agents for such transfer would be Federal Government retirees,
particularly NOSC retirees presently in, or candidates for, the Emeritus Pro-
grame. Technically skilled individuals from NOSC's active workforce might
eventually back up this group, on their own time,

BACKGROIUND

Technology transfer is interpreted by Congress to mean active involvement
in the transformation of products and processes, developed within Federal R&D
laboratories so that such developments can be used in new ways by private
industry and state and local governments.

This transformation of Federal research has brought many products to the
marketplace which the average person seldom stops to consider. Here 1is a
partial list:

~ freeze dried coffee

~ antifouling paint for keels of boats and ships

- the algorithms that allow for exact radial kerototomy (surgical re-
shaping of the cornea to eliminate the need for corrective lens)

- speech synthesizers
- ceramic coatings for dental use

-~ computers (originally developed to speed up the computation of weapon
trajectories)

- fetal sonar scan

- pion radiation (minute rays that destroy brain tumors without damaging
healthy adjacent cells)

Technology transfer puts Federal rescarch to work for the American public
in very visible ways. The Stevenson-Wydler Technology Innovation Act of 1980
seeks to speed up this process and guarantee that "good ideas" are put to use
nationally.

Section 11 of the Stevenson-Wydler Technology Innovation Act of 1980
requires each Federal laboratory to establish an Office of Research and Tech-
nology Application (ORTA). Such offices are mandated to:

- prepare technology assessments on R&D with potential private sector
application

L i a0hed S 0 Mt bt o Nkl S S e sfcudes n AN iy i




- provide and disseminate information on current R&D results

- cooperate with the National technology transfer network
- provide technical assistance to state and local governments

It is envisioned that a Technical Assistance Program would aid the NOSC
ORTA in carrying out the information dissemination and technical assistance
required by law.

The use of retirees is a new concept for Federal laboratory management.
It requires a shift in thinking from the standard monetary reward for motiva-
tinn to one of personal gratification. So far, eight Federal laboratories
have adopted this new concept and are enthusiastic about the new possibilities
it opens for technology transfer,

Pepartment of Defense (DoD) policy states that current military appropria-
tions cannot be redirected without the prior approval of Congress. This means
that neither laboratory staff nor facilities will be added for nonagency work
unless specifically covered by enabling legislation or stated policy. The
ORTA function at the individual laboratories is a legitimate use of military
funds (PL-96-480), This function is often overwhelmed by the magnitude of the
task to transfer technology. Retirees could provide the resources to transfer
technology effectively. Retirees could donate their personal time and techni-
cal expertise to help solve local problems. Through this extended use of work-
place-developed skills, technical assistance will lead to technology transfer
because these highly skilled individuals will move problems toward the R&D
arena, vwhere solutions may already exist. A current lack of knowledge inside
the laboratories about the kinds of problems that other sectors experience has
been cited as one of the basic reasons why more technology is not transferred.

Because of traditional lack of interaction between an R&D laboratory and
its community, obvious possible innovative uses for Federal technol “v are
nfren overlooked. With an active retiree force serving as technology - Kkers,
problems like frozen fire hydrants could be referred to a laboratory that just
created a "paint" to prevent ice adhesion. 1In another example, problems with
electric wheelchair traction can be presented to world-renowned military trac-~
tion experts, The use of retirees, as eyes and =ars in the community
increases the R&D exchange.,

Some laboratories with technical assistance programs use their Emeritus
Program as a reservoir in which laboratory retirees can be "held"™ in a state
of increased readiness. Initially conceived as a method for the Federal
Government to have quick access to a cadre of retired employees possessed of
special expertise, the Emeritus Program allows retirees to maintain their
civil service status and security clearances and affords them access to cur-
rent research information., When the Government calls them up for a project,
they are placed in another administrative category. The tasks allow them to
maintain their state-of-the-art technological expertise., As scientists, they
have had a lifelong interest in their areas of specialization. From the
Government's point of view, the retiree's unique capabilities are not beyond
recall in times of national need,




A technical assistance program "seeded" with prestigious retirees emeriti
like this provides a direct, active and effective link to current research.
As a result, the TAP does not "go stale"” because the technical skills of the
individuals who make up the program are constantly updated,

A technical assistance program cannot, in and of itself, carry out all
the mandates of Stevenson-Wydler Technology Innovation Act of 1980, It works
only in the context of an established technology transfer program, one where
potential technologies with private sector applications have already been
identified, a program with the following management policies and guidelines
already in place:

1. In providing technical assistance to the private sector, R&D labora-
tories should, in general, provide information and consultation in their
unique areas of expertise only.

2. R&D laboratories not only should make inhouse-developed technologies
available, but also provide a link to the over 500 other Federal R&D
laboratories with widely differing research agenda.

3. Wwhen a laboratory's technology is not appropriate to the client’s
request, every effort should be made to refer him to an alternative and more
appropriate resource,

4. A laboratory's unique test and evaluation capabilities should be
included in the technical assistance effort wherever possible,

5. It is expected that private companies (depending upon their size)
will require less general problem-solving assistance than public agencies.

6. When new technologies are offered for commercial development, the
laboratory with the new technologies will allow equal access to all interested
parties,

7. Technoloqgy transfer programs do not compete with the private sector.
Rather, their role is a catalyst for creation of new jobs, markets, products,
and services and to enhance quality of 1life, efficiency and effectiveness
through the use of new and better technologies.

8. It is not the function of the laboratory to replace consultants but
to provide advice during that period of a technology's development when the
R&D lahoratory's knowledge outstrips the private sector's.

These guidelines establish the process of technology transfer in the
Federal laboratory. The technical retiree then becomes an adjunct to that
function and the cohesive force that will increase effectiveness of a
technoloqy transfer program.

In special cases, current Navy regqulations also provide for technical
assistance to state and local governments when it is clearly documented that
such assistance, if purchased in the private sector, would be well beyond the
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requestor's budgetary means. It is especially in these cases that labora-
tories should record their reasons for providing services and must be prepared
to demonstrate that new market opportunities will open up to the private
sector as a result., When lack of sophistication, technophobia and limited
resources act together to prevent the adoption of a new technology,
laboratories can provide needed education to move the technology.

The technology transfer program, including technical assistance from
retirees, is not to interfere with NOSC's primary Navy mission, However, a
technical assistance program at NOSC, using the personal time of technically
skilled specialists, can achieve some of the goals of Stevenson-Wydler Tech-
nology 1Innovation Act of 1980 without violating budgetary constraints of
military and laboratory appropriations,

CURRENT TECHNICAL ASSISTANCE PROGRAMS (TAP)

The following Federal R&D laboratories either have, or are implementing,
Technical Assistance Programs (TAP):

- Naval Underwater Systems Center - New London, Connecticut
Newport, Rhode Island

Naval Air Development Center - Warminster, Pennsylvania

David Taylor Naval Ship ’&D Center - Bethesda, Maryland
Annapolis, Maryland

Army Harry Diamond Laboratory - Adelphi, Maryland

- Army Cold Regions Research and Engineering Laboratory - ¥Xanover, New
Hampshire

-~ Army Natick Laboratory - Natick, Massachusetts
-~ Lawrence Livermore National Laboratory - Livermore, California
~ Los Alamns National Laboratory - Los Alamos, New Mexico

Major types of technical assistance provided by the TAP are:

1. Reviews, as of technical plans for facilities and Regquests for
Proposals (RFPs)

2. Advice, as on technical options, how to comparz them, on the testing
and purchase of selected products or on computer programming

3. Performance of tasks, e.q., preliminary feasibility analysis, engi-
neering adaptation of products, techniques, and processes developed in Federal
laboratories, exacution of selected research needs and provision of database
information

4. Facilitation of linkages to other resources
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5. ©Problem definition
6. Repair of specialized machinery when manufacturer is out of business
7. 1Instruction in state-of-the~art techniques

8. Other services or levels of services that do not constitute competi-
tion with the private sector

Potential projects must be reviewed to insure:

1. Services are not available or available only at excessive cost in the
private sector.

2. Proposed tasks fall within a laboratory's area of expertise,

3. Tasks are limited to prototype units or the testing of concepts.

4., A qualified individual is available for assignment.

5. The requestor is either a member of the American business community
or the state and local government sectors, including associated non-profit

groups and educational organizations.

6. Programs are sensitive to politically charged situations and must
avoid providing scientific backup for a particular narrow (and politicized)
viewpoint, *

OBJECTIVES OF A TECHNICAL ASSISTANCE PROGRAM

1. TIncrease the public/private use and/or commercialization of labora-
tory-developed products, techniques, and processes. In part, this could
include the education of scientific staff about Federal incentives for civil
service inventors in regard to patents.

2. Estimate the value of donated technical time in transforming the
benefits of federally finanrced R&D.

3. Catalog the special interests, talents, and hobbies of current
emplcyees who wish to become involved in the technical assistance program.

4. Capitalize on the corporate memory of retirees to identify extra-
ordinary technical talent to place in a bank of "National experts." Such
talent would be catalogued by specialty, not by name, and published in Federal
Laboratory Consortium (FLC) and National Technical Information Service (NTIS)
bulletins and accessed through the laboratory ORTA,

5. Exploit the benefits accruing to the laboratory through participation
in the Federal Laboratory Consortium and the use of its contacts, established
networks, training and outreach programs.
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6. Increase the marketing of Federal R&D products through the 1labora-
tory's Small Business and Disadvantaged Utilization Office and Public Affairs
Office.

7. Establish the NOSC technical 1library as a technology transfer re-
source, taking into account security, export control and personnel limitations.

8. Work with NOSC employees to overcome the tendency to view objects and
results only in terms of their current use.

9. Identify potential cost factors of a full technical assistance
program,

Program milestones

The development plan for the NAVOCEANSYSCEN'S TAP is divided into eight
phases:

1. Planning - 3 months

2. Proposal to Management

3. Implementation of Demonstration Project - 1 to 3 months
a. Arrange agreements with external "potential" clients
b. Formally establish retiree pool

4. Demonstration Project - 6 months

5. Review Cycle
a. Review demonstration projects
b. Management approval for "Full Up" TAP

6. Implementation of Total TAP "Full Up" Concept, 1-3 months

7. Documentation, 1-3 months

8, Start Full Up TAP

Phase one - planning

Prepare for proposal to management by establishing an information base
and plans for he following topics:

1. proposal to management
2. demonstration project

3. review cycle
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4. estimated costs (See Appendix A)

5. 1legal constraints (see Appendix B)

6. retiree management (see Appendix C)

7. training requirements (see Appendix D)

8. personnel requirements (see Appendix E)

9. community needs

10. ethical considerations

The purpose of this planning phase is to lay the groundwork for estab-
lishing a TAP and to be ready to answer questions that may arise during the
live presentation of the proposal to management. The following functions are
the results of a prior decision that:

1. Team approach will be used

2. Personnel used will be limited to retirees, if possible

3. Certain preselected projects will be used in Demonstration

Specific functions include:

1. Collect information on current TAP at other Federal R&D
laboratories.

2. Establish a NAVOCEANSYSCEN technology transfer information base.

3. Collect sample TAP-type forms used in other programs; develop into
standard forms.

4. Have laboratory attorney review all instruments and laws connected
with TAP.

5. Determine several possible areas of NOSC technology with transfer
potential. Select the best candidates. Alert managers of selected technology
areas of possible demonstration and elicit their reactions, input, and
concerns.

6. Survey all potential retiree strength. Establish parameters of
potential retiree pool.

7. OQuantify goals and measures for demonstration project by documenting:
a. number of hours spent by retiree in the TAP

b. dollars saved for "clients"

———— - —
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c. technologies put in motion (ORTA description)

d. retiree self-reports

e. letters of appreciation to NOSC

f. technology transfer (Tz) goals met

g. 1list of individuals who desire to participate in the future
h. cost effectiveness of T2 management time put into project

i. improvements to NOSC/Navy image (Public Affairs Officer's assess-
ment)

8. List all possible helps and hindrances to attain these goals. Create
strategies to cope with each situation that may arise during the demonstration
project.

9. Outline tentative coordinating and review panel memberships.

a. Coordinating panel
(1) ORTA
(2) TAP Coordinator (retiree)
(3) NOSC technical code representatives
(4) Team leaders
(5) Public Affairs Officer (PAO)
b, Review Panel
(1) ORTA
(2) Program Director for Technology
(3) Management representative
(4) NOSC technical code representatives (if desired)
10. Role of Coordinating Panel - responsible to
a. Pplan weekly activities of TAP projects
b. channel resocurce requests
c. identify problems

d., determine staffing patterns

-------




e. update Review Panel

f. outline project goals
g. establish schedules
h. critique demonstration project
i. make final report/recommendations
11. Role of Review Panel - responsible to oversee
a. timeliness of work schedule
b. technical integrity of projects
c¢. watchdog impact on NOSC
d. cost effectiveness
e. application of technical resources
f. suggestions for process improvement
g. problem solve
h. critique demonstration project
i. write final report with recommendations to top management

12. Survey potential community user needs. Use low-key/no-commitment
approach,

13. Query Public Affairs Officer on labhoratory's 1mage and use as 1input
to program goals.

14. Review lahoratory goals as a program input.
15. Obtain tentative NOSC code commitments in management and administra-
tive areas such as personnel, security, management resources, facilities,

legal, etc,

16, Select/obtain tentative commitment from a retiree to serve 4as TAP
Coordinator of "retirees", at least through demonstration project.

17. Outline reporting procedures for demonstration and review phase.

18, Clarify decision points and controls for success/failure of demon-
stration project,

10
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19. Build controls into the demonstration project.

1. Limit demonstration project to four (maximum) technology areas
3 where NOSC is determined to have good expertise.

b. 1Incorporate the experiences of other laboratories into this plan
s - ~. Use retirees to insure technical qualifications
d. 1Identify multiple stop/go decision points for Technical Director
2, Develop training plans for:
(1) TAP Coordinator
(2) Retirees
(3) Users
f. TUlse team coacept to lnsure synerqgy
J. Review Panel will allow monitoring by top management
h., Coordinating Panel will insure details "don't fall through cracks"”
i. Schedule regular reporting/update meetings
: j. Car=fully select users beforehand
. k. Make no general announcements to public
1. 1Interview retirees then carefully match to projects
m. Closely supervise work of the TAP coordinator
n., Insure good interface with user throughout project

: n. Devise effective followup mvaluation procedures

Phase Two - Proposal to Management

- ' The goal of this presentdation is to convince top management that suffi-
. cient long-range planning has been done to allow this Jdemonstration to move
forward. 1t will also point out how the laboratory, Navy, DoD, and the
American population can benefit through the laboratory's skillful management
of retired personnel,
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Presentation Outline:

1. Introduce technology transfer (Tz) concepts, the Stevenson-Wydler
Technology Innovation Act, and scope of participation within Navy, etc.

2. History of the Technical Assistance Program
3. NOSC Problems a TAP might solve
4. Overview of demonstration project

a. what it will do

b. what it will not do

c. who will be involved

d. costs/timeframe

e. evaluation procedures

f. responsibilities/controls/decision points and measures built into
plan to reduce risks to NOSC

S. Flow chart the communications of project chain.
If Technical Director gives signal to proceed, move to:

Phase Three - Implementation of Demonstration Project

To prepare for actual demonstration:

1. Confirm TAP Coordinator and brief that person on the scope and goals
of TAP and the role they will he expected to play.

2, Make final decision on technology areas (a maximum of four) to b=
featured during the demonstration., This decision should be based on

a., degree of laboratory's expertise
b, technology manager's commitment
c. applicability of technology to needs of external organizations

d, potential for measurable transfer within the demonstration
timeframe

e, availability of appropriately skilled retirees

3. Select potential retiree team leaders from retiree surveys and
interviews conducted by ORTA and TAP Coordinator.

12
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4. Appoint technology transfer team leaders.

5. Select four community organizations to match four technology dreas
(one for each organization). ORTA and the TAP Coordinator will make selection.

6. Finish the flow charts for communication, decisionmaking, monitoring,
supervision, feedback, reporting, etc. of each technical assistance project.
Make sure everyone involved gets a copy of the flow chart.

7. NRTA confirms review panel staffing

A. ORTA
b. Program Director for Technology
c, Management representative
4. Reprzsantatives from technology codes (if necessary)
e, TAP Coordinator
8. ORTA confirms Coordinatinq Panel
4. ORTA
b. TAP Coordinator
c. Team leaders
d. Public Affairs Officer
e, Technical code representatives

3. Set up mecting schedule for both panels, Brief panels on theilr
duties anil responsibilities,

19, Hava NOSC Attorney approve TAP affidavits and other documents that
will be used

11. Print forms (instruments shown in appendices)

12. Announce implementation of the demonstration project to all personnel
involved in phase one (optional — a management decision)

13, Execuate all legal forms, matters, between NOSC, retirees, and com-
munity organizations. Confirm retiree personnel and security status,

14, Trdain ratirees on (see Appendix D)
a, reporting system

b, problems to expect (and avoid)

13
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c. possible IRS deductions
d. goals of Stevenson-Wydler Technology Innovation Act of 1989
- e, NOSC's reason for participation

.- f. their role in transferring technology and moving problems toward
. the technology transfer network

g. expectations of results
h. timeframes
i. restraints and constraints
j. chain of command
k. what external organization will supply
1. travel reimbursements
15. Sign all appropriate forms with retiree and external organizations
16. Educate selected community organization on:
a. Stevenson-Wydler Technology Innovation Act of 1980
b. NOSC Mission
c. goals and objectives of demonstration
d. what is required of them
e, restraints and constraints
f. who to call if there is a problem
g. the need for a monitor in their organization (user representative)
h, time requirements and necessary personnel
i. communication channels
j. publicity controls
=, k. Federal rules and guidelines
1. start date

- 17. Establish mailing list, skillsbank and indexing system for retirees
and technology transfer information.

14
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18. Implement review procedures (costs, resources, etc,)

Phase Four - Actual Demonstratiog

Participants will complete selected tasks in six months. The demonstra-
tion will end on a designated date no matter what the status of the projects
are, unless extended through negotiations between user organization and ORTA.

Phase Five - Review Cycle

Assessment by Coordinating and review panels will be done concurrently
with the demonstration project and afterwards, this review will summarize all
inputs and be the basis for management to decide whether to make the technical
assistance program operational at the naval ocean systems center,

Specific functions:

1. TAP Coordinator is the liaison between external user, technical per-
sonnel and ORTA. Progress reports will be made by the Coordinator to ORTA
(weekly if possible).

2. Coordinating Panel shall meet every two weeks during demonstration
project.

3. Review Panel shall meet every six weeks throughout phase four and
five,

4. TIf agreed-upon tasks require changes to insure success of technical
assistance projects, the TAP Coordinator, ORTA, and members of the user
organizations will negotiate adjustments.

Se Technical team leader will schedule meetings with members of the user
organizations and TAP team. Biweekly veport on progress will be made to

coordinating team,

6 Jser organizations will report every six weeks to ORTA on problems
and recommendations, etc., which will be discussed at review panel meeting.,

7. Fstablish interim TAP newsletter as Public Affairs Ofgicer responsi-
bility. Distribute to all involved in NOSC TAP and other base T° offices.

8. At the end of six-month demonstration, a final report, with appropri-
ate recommendations, will be required from each of the following:

4., Community organization per task
b, Technical Individual/Technical Team Leader
c. TAP Coordinator

9. ORTA will compile draft report on demonstration project which will go
to the Review Panel for comment and finalization.

15




10. Brief Technical Director on results and request decision for imple-
mentation of fully operational Technical Assistance Program.

If the Technical Director's decision is affirmative, move to Phase Six.

.7
301,

Phase Six - Implementation of a Fully Operational Technical Assistance Program

S ]
et

Specific functions include:

1. Survey of active (current) laboratory employees to increase skillsbank

2. Education of employees about success of demonstration projec* and
future of TAP (via inhouse news articles and other inhouse media)

3. Training of active volunteers
4. Developing material to advertise to user community of TAP possibility

Se Encourage technical individuals to staff a “Speaker's Bureau"
developed by NRTA and TAP coordinator for briefings to:

-, a, local government
b. state government
- C. business and industry
d. non-profit organizations

- 6. Investigating joint TAP projects with other Federal facilities, and
: possibly local volunteer groups

7. Updating training for TAP participants

8. Interfacing TAP Coordinator in federal laboratory consortium (FLC)
network

9. Establishing permanent TAP newsletter format. Use to introduce
approved, releasable new technologies to the Office of Naval Technology (ONT);
Federal Laboratory Consortium and mail list of interested parties

10. Estimating dollar value of technical assistance provided

11. Showing some form of recognition/award system for TAP work

12. Making regular contributions of information approved for public

. release to the "Technical Volunteer Resource Bank" at David Taylor Naval Ship
t. R&D Center, Bethesda, Maryland

13. Updating technical library role (see Appendix F)

16
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14. Establishing criteria whereby current employees may adjust work
schedule to permit participation within TAP on their "own" time

Phase Seven - Documentation

Specific functions:

1. ORTA will document NOSC TAP implementation process giving rationale
for implementation methods selected, identifying problems that arose through-
out the project, and providing options to solve those problems. (A copy of
the TAP implementation documents (management plan and NOSC experience) will be

filed in the David W, Taylor Naval Ship Research and Development Center
{DTNSRDC) Technical volunteer Resource Bank.)

2. Consider an article for publication in the Technology Transfer
Journal on TAP implementation process,

3. A presentation will be considered, by the ORTA at one of the biannual
Federal Laboratory Consortium meetings. The presentation will point out the
"lessons learned" in establishing a TAP.

Phase Eight - Full Up Technical Assistance Program

1. Implement fully operational TAP

2. Investigate use of Intergovernmental Personnel Act (IPA) assignments
for technnlogy transfer (see Appendix G) to:

a, state government
h. local governments
<., non-profit organizations

3. Investigate assignments of university/college faculty members to work
in the product lines




APPENDIX A - COST

a. Support Resources Required of Laboratory

Desk

Phone

Accese to copy machine

Library use

Use of mail system

.

Access to inhouse newsletter

Emeritus program management time
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L]

-

Space to house function

Access to typewriter or typing skills
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Use of conference room five times per month

COSTS

b. Administrative Costs

- Phone calls

- Chase facts/database searches

- Complete necessary records/forms
- Skillsbank (maintenance)

- Mailing lists

- Newsletter (publish, mail, etc.)
- Training

- Supervision

- Personnel records

- Security/ethics check

Total Costs .
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APPENDIX B
TECHNICAL ASSISTANCE PROGRAM FORMS

Automobile Insurance

NOSCINST 7030.1C (Includes Work and Indemnity Agreements)
Workers Compensation Certificate

Client Evaluation Form

Retiree Request Form

Retiree Report Form

TAP Assignment Form

Retiree Questionnaire

TAP (Employee) Questionnaire

Loan Agreement Form

Affidavit (of Requestor Who Cannot Afford to Buy Outside Help)

R AN A S el At Yv'r‘

B-5

B-21
B-23
B~25
B~27
B~29
B-31
B-35
B-39
B-41
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AUTOMOBILE INSURANCE

Name:

Assigned to:

Work Period: From to

To be signed by "retiree" using private auto in conjunction with Technical

Assistance Program (TAP) assignment:

I certify that I have automobile 1liability insurance in force during
the period of TAP work assignment indicated hereon to satisfy the
following minimum requirements.

a. Public Liability - $15,000 for one person - $30,000 for one
accident,

b. Property Damage - $5,000,

Signature of Assignee

A e e Snced




WORK AGREEMENT
INDEMNITY AGREEMENT NAVAL OCEAN SYSTEMS CENTER

(Hold Harmless)

DEPARTMENT OF THE NAVY

SAN DIEGO, CALIFORNIA 92152-5000
NOSCINST 7030.1C
121/PC:ghe
18 March 1985

NCSC INSTRUCTION 7030.1C

rom: Commander, Naval Ocean Systems Center
o Branch Heads, Project Office Heads, and above

sup3:  WORK FOR OTHER (NON-DOD) GOVERNMENT DEPARTMENTS OR PRIVATE PARTIES

Fef: (a) NAVCOMPT Manual, Volume 3, paragraph 035750
(b) NAVCOMPT Manual, Volume 5, paragraph 054856
(c} NAVMATINST 7030.7A, Work for other government departments or
private parties
(d) NOSCINST 7300.1B, Administration of funds
{(e) NOSCINST 5216.1A, Revised correspondence procedures
(f) NOSCINST 7030.2C, Pricing procedures for foreign military sales (FMS)

Encl: (1) Procedures for Committing NOSC Resources to Private Parties and Non-
DOD Government Agencies
(2) Estimating Costs of Work Done for Non-DOD Government Sponsors and
Private Parties
(3) Financial Requirements - Private Parties and Non-Federal Agencies
(4) NOSC Certification Form
(5) Indemnity Agreement

1. pPurpose. To establish policy and procedures for services to other (non-DOD)
Government departments and private parties.

2. Cancellation. NOSCINST 7030.1B.

3. Background. The Center frequently does work for other (non-DOD) Government
departments and private parties. Policies governing the acceptance and methods
of pricing such work are contained in references (a), (b), and (c). Reference
(d) outlines overall Center policy for administration of funds. Reference (e)
delegates authority to approve various levels of proposed program effort.
Reference (f) gives specific guidelines and procedures for foreign military
sales (FMS) funded work.

4. Policy. Center policy on work for other (non-DOD) Government departments
and private parties conforms to references (a), (b), (c), and (d). Specific
firancial requirements and policies governing work for non-Federal agencies and
[rivate parties are listed in enclosure (3). The following criteria shall be
met before such work is accepted:

a. Other Federal Government Departments (Non-DOD) and State and Local
overnments

(1) Security demanrds call for accomplishment of the work in a Government
activity; or

B-5
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NOSCINST 7030.1C
18 March 1985

(2) Work, services, or racilities requisitioned cannot reasonakly be
obtained from private agencies due to their lack of equipment, skills, trained
personnel, or inability to meet deadline completion dates; or

(3) The cost to the ordering government department of obtaining the
required work, services, or facilities from private industry is greater than
the cost of obtaining them from NOSC.

b. Armed Forces Sponsored Activities. NOSC may provide work, services,
and facilities to armed forces sponsored exchange, welfare, and recreation
groups, including messes, employee associations, and similar organizations,
when the Center directly benefits thereby. Otherwise such work, services, or
facilities may be furnished only if they cannot reasonably be obtained else-
where.

c. Private Parties. Work, services, and facilities may be provided to
private parties if it is in the interest of the Navy to perform such work and
there is no issue of competition with private industry.

d. Foreign Governments and Foreign Private Parties. Requests received
from foreign governments or foreign private parties should be referred to the
Chief of Naval Operations (CNO) (OP-63) for appropriate action. Reference (f)
provides policy and procedures for foreign military sales (FMS) funded work.

S. Conditions of Acceptance. In addition to the specific criteria listed in
paragraph 4, the following general requirements apply to work done for the
above parties.

a. The work shall not interfere with the mission of the Center or work
assigned by the Technical Director.

b. The work shall be done essentially by Center personnel within existing
ceiling assignments.

c. All non-Federal agencies and private parties are required to execute a
NOSC Certification Form, NOSC-SD 7030/1, (enclosure (4)). The Indemnity
Agreement, 11ND NOSC 7030/2, (enclosure (5)) must be executed by those non-
Federal agencies and private parties who are not charging the work and any
attendant insurance expense to a Government reimbursement-type contract.
Enclosure (3) gives detailed guidelines on these requirements.

d. Other (non-DOD) Government departments and private parties are required
to provide funds in advance to cover the cost of the work.

e. The terms of acceptance of such work shall not require special account-
ing or other record keeping and reports not currently in use at the Center.

6. Use of Center Facilities

a. When work is done for private parties or non-Federal agencies, Center
equipment and facilities will be operated by Center employees. The Center
Commander will approve exceptions to this policy only in special instances when
it is determined to be in the best interests of the Navy to have ncn-Center
operators. Under these conditions, the private party will be required to employ
operators satisfactory to the Commander.
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NOSCINST 7030.1C
18 March 1985

b. The Center Commander may permit a private party to operate its equip-
ment on Center property when it is in the best interests of the Navy. The
private party must execute the Indemnity Agreement in enclosure (5) and agree
to pay for any damage and/or costs incurred by the Navy incident to Government
property use.

¢. The use of Center facilities for nonwork purposes by private parties
will generally be limited to cases where the facilities are not available from

commercial sources.

7. Costs to be Charged

a. Basis for Charging. All work will be done on a cost-reimbursable basis.
Fixed price agreements cannot be used for non-Federal sponsors or private parties.
For non~DOD sponsors and private parties, an advance cash deposit must be
recelved by the Center before work can be started.

b. Types of Costs. Costs chargeable to other (non-DOD) Government depart-
ments and private parties are significantly different from those charged to
DOL sponsors. Included are additional cost factors over and above the normal
direct costs for labor, overhead, material, services, travel, etc. The addi-
tional costs are referred to as "unfunded" costs. These are existing costs to
the Federal Government which are not passed on to the Center's DOD sponsors
but are required to be charged to non-DOD sponsors. Included are military
labor, acceleration, and various other charges. Enclosure (2) spells out in
detail how these costs are applied and how they should be used in preparing
cost estimates. It should be noted that where private parties are charging
work to be done by the Center to a Federal Government cost-reimbursement type
contract, the additional cost factors described above will not be applied.
Enclosure (4) provides the means for making this determination.

c. Rental of Equipment. The charges for use of Governmen*-owned equip-
ment will be at rates established by NAVCOMPT Manual, paragraph 035881.2,
except that the rate charged to private parties shall not be less than the
prevailing local commercial rental rate of like equipment.

8. Authority. Work assignments from non-DOD sponsors must be approved by the
Technical Director in accordance with reference (e), except for routine test and
service jobs of $5,000 or less which may be approved by department or division
heads.

3. Procedures

a. Other Federal Agencies. Procedures for proposing work to other Federal
agencies will vary depending on specific agency requirements. Cost estimates
will be based on the same factors as for Navy sponsors, pblus some unfunded
costs. Stabilized rates will be charjed for all labor hours worked. An
advance deposit is necessary.

b. Non-Federal Agencies and Private Parties. Enclosure (l) describes pro-

cedures for estimating, accepting, and accounting for services provided to

i rivate parties and non~Federal agencies. Enclosure (2) provides gquidance for
i reparing cost estimates. Copies of enclosurecs (3), (4), ard (5) to this
instruction shall be sent with all gprorosals and cost estimates to non-Federal
agencies and private parties.
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10. Forms Availability. The NOSC Certification Form, NOSC-SD 7030/1, and
Indemnity Agreement, 11ND NOSC 703072, are available in the Programs and
Budget Branch, Code 121, Bldg. 33, Rms. 2209 or 2621, or Bldg. 1, Rm. A526.

11. Directive Responsibility. The Head, Central Staff, Code 10, is responsible
for keeping this instruction current.

F. M. PESTORIUS

Distribution:
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PROCEDURES FOR COMMITTING NOSC RESOURCES TO
PRIVATE PARTIES AND NON-DOD GOVERNMENT AGENCIES

1. Cost Estimate

a. Within the policies outlined in paragraphs 4 through 7 of this instruc-
tion, written cost estimates will be sent to the prospective sponsor. All cost
estimates must be routed to the Programs and Budget Branch, Code 121, for review
before release. Enclosure (2) provides guidance on preparing cost estimates.

(R

b. Copies of enclosures (3), (4), and (5) should be sent to the sponsor
with the cost estimate. These enclosures outline specific financial policies
and requirements and provide a certification statement and the required format
for the indemnity agreement. Forms will be provided by Code 121.

2. Acceptance/Allocation

a. All checks received from private parties or non-DOD Government agencies
should be forwarded immediately to Disbursing, Code 12212.

b. The ccgnizant division will acknowledge receipt of deposits when (R
requested by private parties or non-Federal agencies but should not sign any
acknowledgement copies of purchase orders or other procurement documents.

¢. The Programs and Budget Branch, Code 121, will obtain internal accep- (R
tance by the cognizant division and will allocate funds and establish job orders.

3. Accounting. The Accounting Branch, Code 122, will record the deposit and (R
collect cost information. A bill will be sent monthly to the private party or
non-DOD Government agency showing the account balance.

4. Completion of Work

a. If work sponsored by the private party or non-DOD Government agency can-
not be completed with the funds available, the cognizant division shall either (R
stop work before funds are depleted or obtain additional funds from the sponsor.

b. The cognizant division will advise the Programs and Budget Branch by (R
memorandum when work has been completed and all charges recorded. The Account-
ing Branch, upon notification by the Programs and Budget Branch, will refund
any available balance to the private party or non-DOD Government agency.

B-9 Enclosure (1)
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ESTIMATING COSTS OI' WORK DUNE FOEk
NON-DOD GCOVERNMENT SPONSORS AND PRIVATE PARTIEZS

1. Elements of Cost. Costs chargeable to ncrn-DOD Government sponsors and
private parties include the normally "funded"” costs of civilian labor, over-
head, material, contracts, travel, etc., which are chargeable to Navy or other
DOD sponsors. In addition, "unfunded" costs are also charged to non-DOD Gov-
ernment sponsors and private parties to recover the full cost of military uand
civilian labor and support. These are based on statistical computations
developed by the Navy. These additional cost factors are not applied when work
for a private party is in connection with a Federal Governmert cost-reimbursement
type contract. This is determined using enclosure (4).

2. Federal, Non~DOD Customers. Federal non~DOD customers will be billed at
the approved stabilized hourly rates as are DOD customers. In addition,
Federal non-DOD customers will be billed a proportionate share of the follow-
ing unfunded costs:

Cost Estimate or Source

a. Direct military labor when required in
performance of work.

NAVCOMPT Manual 035750
b. Acceleration of military labor added to Officers -~ 27.4%
item {(a) above to recover military benefits. Enlisted - 45.1%
c. Surcharges on material carried in a Federal supply system inventory:
(1) 3.5% - Packing, handling, crating

(2) 3.75% - Second destination transportation costs

3. Private Parties. Private parties will be billed in the fcllowing manner:

Cost Estimate or Source

a. Direct civilian labor Latest Federal pay

schedule
b. Civilian labor acceleration added to NOSCNOTE 7600
basic labor rates for leave and fringe (latest FY rates)
benefits

c. 22.5% acceleration of direct civilian labor to recover full civilian
retirement costs

Cost Estimate oOr Source

d. Direct military labor when required in NAVCOMPT Manual 035750
performance of work

e. Acceleration of military labor added to Officers - 27.4%
item (d) above to recover military benefits Enlisted - 45.1%
B-11 Enclosure (2)
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Cost Estimate or Sou

f. Stabilized indirect and general overhead NOSCNOTE 7600
rates applied to all direct hours (military {latest 1Y rates)

and civilian)

g. Unfunded indirect and general overhead rates NOSCNOTE 7600

applied to all direct civilian and military (latest FY rates)
hours
h. BAll other direct costs such as material, Actual cost

travel, contracts, service center usage

i. Use of Government-owned equipment by private NAVCOMPT Manual 035881
parties. Use NAVCOMPT source cited; however,
rate charges to private party may not be less
than prevailing local commercial rate

j. An asset usage charge of approximately 2% NOSCNOTE 7600
will be added to the sum of all costs (latest FY rates)
included in items (a) through (i) above

k. Surcharge on material carried in a Federal supply system inventory:
(1) 3.5% - Packing, handling, crating

(2) 3.75% - Second destination charges

1. A 3% administrative surcharge will be added to the sum of all costs
included in items (a) through (k) above.

4. Sample - Federal (Non-DOD) Customers

a. Civilian labor - 100 regular direct hours X $2,200.00
$22.00 (stabilized labor rate)

R) b. Indirect and general overhead - 2,500.00*
IND GEN
R) 100 hours X.2750  *s17.00
c. Material and travel estimate 1,000.00
d. Military direct labor - 50 hours X $12.55 627.50
(E-7 rate)
e. Military acceleration - 45.1% of $627.50 127.63 )

*Assumes civilian and military personnel are in a technical department (direct
cost center) applying both indirect and general overhead. Rates used are for
illustration only and are not keyed to an actual cost center.

Enclosure (2) B-12
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N f. Indirect and general overhead applicable to 1,250.00* (R
y military direct labor -
3
IND GEN
5 2y 222
0 hours X$8.OO $17.00 (R
[ Total cost of job $7,705.13 (R
-
Z 5. Sample - Private Parties
b
a. Civilian labor - 100 regqular direct hours X $1,412.00
t' $14.12 (Gs-12, step 1)
‘ b. Civilian labor acceleration - 32.0% X $1,412.00 451.84
’ c. Untfunded civilian retirement - 22.5% X $1,412.00 317.70 (R
d. Military direct labor - 50 hours X $12.55 627.50
(E-7 rate)
e. Military acceleration - 45.1% of $627.50 283.00 (R
f. Indirect and general overhead - 3,750.00¢%* (R
IND GEN
150 Lours X $8.00 + $17.00
g. Unfunded indirect and general overhead 285.00* (R
rates - 150 hours (military and civilian) X
IND GEN
$.19 $1.71
h., Material and travel estimate 1,000.00
1. Rental of Equipment 46.00

h-ton panel truck used by private party
sponsor ~ 1 day X $40.00 per day + 30
miles X $.20 per mile (local prevailing
rate)

Subtotal $8,173.04 (R

3. Asset usage charge - 2% of subtotal 163.4¢ (R

: Total cost of job $8,336.50 (R
) k. Administrative surcharge - 3% of total 250.09 (R
- TOTAL COST ESTIMATE $8,586.59 (K

*Agssumes civilian and military personnel are in a technical department (direct
cost center) applying both indirect and general overhead. Rates used are for
illustration only and are not keyed to an actual cost center,

B-13 Enclosure (2)
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FINANCIAL REQUIREMENTS - PRIVATE PARTIES AND NON-FEDERAL AGENCIES

The following Navy policies and procedures govern work done by the Naval Ocean
Systems Center (NOSC) for private parties or non-Federal agencies.

1. NOSC is authorized to provide work, services, and facilities tc non-
Federal agencies and private parties when it is in the interest of the Navy to
do so, when such services or facilities are not available from private industry,
and when there is no issue of competition with private industry. To avoid com-
petition with private industry, the NOSC Certification Form (enclosure (4))
should be signed by an appropriate company official.

2. It is contrary to Government policy for NOSC to execute a contractual
document such as a purchase order where NOSC is being requested to perform
services. Receipt of such orders will be acknowledged if requested, but not
signed. They are useful mainly as a description of the services requested.

3. Bids, as such, cannot be furnished by NOSC.
4. Estimates of cost can be furnished.
5. No promise or guarantee can be given as to time of completion.

6. Work will be undertaken on a cost-reimbursable basis. The cost estimate
is not a fixed price, and there is no guarantee regarding completion of work
within the estimate. Although no guarantee can be made, in the event it
becomes apparent the project cannot be completed within the estimate, NOSC
will immediately inform the sponsor and discuss the course of action desired.
The sponsor will be given a monthly report of expenditures showing total costs
plus surcharge and available balance.

7. Work cannot begin until a NOSC Certification Form, an Indemnity Agreement
(as required in paragraph 9 below), and an advance deposit covering the esti-
mated cost of work are received by NOSC. Checks should be made payable to
the Naval Ocean Systems Center and mailed to the Naval Ocean Systems Center,
Attn: Code 12212, San Diego, CA 92152-5122,

8. NOSC is required by Navy regulations to apply special cost factors to work
for private parties and non-Federal agencies. These factors are referred to as
"unfunded costs" and include military personnel costs, the full cost of fringe
benefits, and a surcharge for depreciation of Center assets. These "unfunded
costs" may be waived if the work ordered is financed through a Federal Govern-
ment cost~reimbursement type contract. Paragraph 3 of the NOSC Certification
Form provides for a determination of the appropriate category of the work.

9. An executed indemnity agreement in the format of enclosure (5) must be re-
ceived by NOSC before any work may start. However, this indemnity agreement

is not needed for a Government contractor charging work and any attendant insur-
ance expense to a Government cost-reimbursement contract. The NOSC Certification
Form, paragraph 4, provides for a determination of the appropriate category of
the work.

B-15 Enclosure (3)
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10. wWhen work is done by NOSC for private parties in connection with a Govern-
ment contract, any supplies furnished by NOSC shall not be considered to be
Government-furnished material or Government-furnished property within the mean-
ing of any Government procurement contract, and the Government does not warrant
the suitability of such work for any particular purpose.

For additional information about NOSC's financial policy, please contact )
Mr. N. Workman, Code 12, Naval Ocean Systems Center, San Diego, CA 92152-5000,

telephone (619) 225-2027.

Enclosure (3) B-16
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NOSCINST 7030.1C
18 March 1985

NOSC CERTIFICATION FORM
(To be completed by private parties requesting services
from the Naval Ocean Systems Center]

1. Description of work or services to be performed by NOSC:

2. Commercial facilities or services are not available to perform the work
described in paragraph 1 above.

3. (Check a or b)

[:] a. This work is not being charged to a Federal Government cost-reimburse-
ment type contract.

[:] b. This work is being charged to a Federal Government cost-reimbursement
type contract number , sponsored
by .
{UeSe GCOVER™.MEKT AGENCY)

4. (Check a or b)

[:] a. This work and related insurance expense is not being charged to a Fed-
eral Government cost-reimbursement contract. A fully executed Indem-
nity Agreement is enclosed.

E:} b. This work and related insurance expense is being charged to Federal
Government cost-reimbursement type contract number '

sponsored by .
(UeS. GOVERSMEN" AGENCY)

Therefore, the Indemnity Agreement has not been executed in accordance
with your instructions.

5. It is understood that if this work is for a Federal Government contractor
any supplies furnished by the Naval Ocean Systems Center shall not be deemed
to be Government-furnished material or Government-furnished property within
the meaning of any Government procurement contract and the Government does not
warrant the suitability of such work for any particular purpose.

Certified by:

Title:

B-17 Enclosure (4)
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NOSCINST 7030.1C
18 March 1985

INDEMNITY AGREEMENT

KNOW ALL MEN BY THESE PRESENTS:

That the undersigned R
(NAME OF CORPORATION)
a corporation organized and existing under the laws of the State of
+ in consideration of permission
granted for (oescriBe WORK, SERVICES, OR FACILITIES REQUISITIONED)

at ’
(LOoCATION)
and as a condition precedent thereto, does hereby expressly agree to indemnify
and hold harmless the United States Government, its agencies and instrumentali-
ties against all suits, actions, claims, costs, or demands (including without
limitation, suits, actions, claims, costs, or demands for death, personal
injury, and property damage) to which the Government, its agencies, and
instrumentalities may be subject by reason of damage or injury (including
death) tc the property or person of anyone, whomsoever they may be, arising
or resulting from any and all operations hereafter performed either by the
Naval Ocean Systems Center, San Diego, or by the undersigned, its agents,
employees, or subcontractors in {(ENTER DESCRIPTION OF WORK)

or effecting any other work which the undersigned may require at
during the time

(LOCAT 1ON)
that the above described work is performed, or in any other way arising there-
from or connected therewith.

11np nOSC 7030/2 (rev. 5-80) B-19 Enclosure (5)
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NOSCINST 7030.1C
18 March 1985

The undersigned hereby waives any and all claims which, but for this
waiver, it may have, or which it may hereafter acquire, against the United
States Government, arising out of the operations above described.

IN WITNESS WHEREOF, this waiver has been duly executed this

day of , 19
(Corporation)
(CORPORATE SEAL)
By
President
CERTIFICATE
I, , certify that I am the

Secretary of the Corporation

executing this waiver; that , who
signed this waiver on behalf of said corporation was then President thereof,
that the seal affixed to this waiver is the corporate seal of said Corporation,
and that said waiver was duly signed for and in behalf of the said Corporation
and said corporate seal was affixed thereto by authority of its governing body.

Secretary

Enclosure (5)
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WORKERS COMPENSATION CERTIFICATE

It is certified by (Name of Agency) that (Name
of Retiree) , a retiree, will be entitled to Workers Compensa-~
tion Coverage by (Name of Agency) as if he/she were an employee of
(Name of Agency) in connection with illness or injury arising out of
or incurred in the course of this work on {Description of Project) .
Date: Signed:
For: Name of Agency
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CLIENT EVALUATION FORM

(Confidential)

1. CLIENT:

Name of the Technical Assistant (TA):

Title of the assignment:

How long did the assignment last?

About how much time per week did the worker spend?

[\ ¥ . B - P* B N )
.

Did you have good communications with: (Circle one)

Yes (on a scale of 1 to 5) No
The worker i 2 3 4 5
The Program Office 1 2 3 4 5
7. Do you feel that the individual made a worthwhile contribution to the

program to which he/she was assigned?

8. what were the individual's main duties?

9. what aspect of the Technical Assistance Program (TAP) was the most

valuable to you?

10. Wwas the individual assigned technically qualified for the assignment?

Yes No If no, why not?

11. Are there other assigments in your program in which you would 1like to

have assistance?

12, Estimate the dollar value of this project .
Client: Title Date
Signature
;j Firm
> B-23
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RETIREE REQUEST FORM

Name of Agency/Organization

Business Address

Describe briefly the Problem to be solved:

(zip code)

Phone Number
PROJECT DESCRIPTION

(append all support materials)
Resulting desired product(s): (Examples: manual, procedure, research

study, etc.)

{append all support materials)

Name of Responsible Project Coordinator (ogganization)
Estimated length of time to complete project. (circle one)

Months: 1 2 3 4 5 6 12 18 24 ongoing

Give title or technical designation of skill(s) desired for task, if
known. (i.e., type of engineering, scientific specialty, administra-
tive expertise, etc.)

In connection with the project, will provided individual(s):

a. Have use of company car? _____ YES NO

b, Will be reimbursed privately owned vehicle mileage? __ __ YES NO

c. Be provided reasonable work space with access to phone? YES

NO

d. Other

Project work location(s)

(Room) (Building)

(Address)

Hours of organization (or preferred work schedule):

Purpose of Organization: Attach descriptive material

B-25
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9. Suggested dates avajlable for discussion (Name 2, allow 3 weeks lead

time, state if you would prefer at NAVOCEANSYSCEN or office).

10. 1f assistance is not available, what will happen to this project?

11. Was project delineated in your annual budget?

DO NOT WRITE BELOW THIS LINE

Date Received Log No.:

Assigned Analyst:

Analysis:

Response to Requestor: (VIA: Phone ( ): Mail( ): visit( ):
TASK:
a) REJECTED: DATE:
b) ACCEPTED: DATE :

SIGNATURE

Negotiated agreement No.

Project Report, log No.

Organization, follow-up evaluation, log No.

. -
--------
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Log No.:
RETIREE REPORT FORM

Please describe your assignment:

1. Name of organization you helped:

3. Starting date of assignment Ending date

i 2. Supervisor or contact person:
L
h
3

Approximate time spent on project

h 4. Main functions or activities:

5. Problems (type, with whom, etc.):

6. Reimbursed expenses (received from organization):
7. Estimated Value of your Technical Contribution

8. Availability for future assignments:

9. Additional remarks:

Date:

Signature of "Retiree"

B-27




TAP ASSIGNMENT FORM

DRACRACRAARASML AL R Rl R Al S At A A e gt o vaT

From:
To: Phone: (W)

(H)
Address: (Organizational Affiliation)
Assignument: Starting Date:

(Pescription)

Department: Division:
On-site Supervisor: Telephone:

Days/Hours:

Length of Service:

Job Title:

Duties:

Special Skills/Characteristics:

[l
r s

=

Days, Times of Assignee's Responsibilities:

Lo
' "

pe——

You have chosen an assignment which we hope you will find challenging and

4 rewarding in terms of your personal growth and professional development. Our

*P staff will provide the support, supervision, training, and recognition that
you deserve as a valuable member of our organization.

- In return, we ask that you accept the responsibility of this assignment by
‘ ' agreeing to work within the guidelines of your job description, to respect
issues of confidentiality, and to abide by the same policies and procedures
governing all municipal workers.

If, at any time, you cannot come in as scheduled, please notify your super-
visor. We will make every effort to adjust your hours as needed.

Should you have any questions about your assignment, please feel free to
contact the TAP Office.

Signature

e - e e
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1 agree to fulfill the roles and responsibilities as outlined in this job
description for a trial period of from

’ to .

Assignee's signature

v
SN

date

- TAP Office

date

B-30
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Retiree Questionnaire

The Technical Assistance Program (TAP) 1links retired persons with community
needs. Personnel seeking opportunities that match their interests and talents
can serve as consultants or advisors; thus, can add a technical dimension to
the solutions of .ommunity problems and plans.

By translating your capabilities and skills into action you can experience
personal satisfa_tion when you see your work making a measurable difference in
San Diego County. Do not underestimate how valuable your lifelong experience
and training are in serving our greater community.

TAP is open to all of you, including those who have part-time consulting or
other commitments. I would like to hear from you. Please complete this ques-
tionnaire and return it to the address given below.

The purpose for requesting the information on this form is to collect infor-
mation to use in building a skills bank to support the Laboratory's Technical
Assistance Program.

Furnishing the information on this form is voluntary.

Individuals have the right to review their own records in accordance with
Laboratory Policies. 1Information on these policies can be obtained from the

Personnel Department.

NAME: ADDRESS :

PHONE :

TOWN OF RESIDENCE:

EDUCATION:

DEGREES:

OTHER TRAINING:

(i.e., Volunteer Fireman, special equipment use):

HOBBIES:

SPECIAL INTEREST AREAS:

ORGANIZATIONS:

(Professional and civic):

AREA OF EXPERTISE (e.g., Computer Science, Electrical Engineering Management,
Physics, etc.):

B-31
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Which of the following areas would you be interested in?
Communications
Computers

Other (Please Specify)

What is the 1level of your interest in participating in the Technical
Assistance Program? ({(circle one) HIGH MEDIUM Low

Would you volunteer your own time to (please check one):
Yes No Undecided

a. Own City

b. Neighboring City

¢. Anywhere in County

d. Assist small business in
identifying technologies to

improve product lines

e. Interface with other Federal
laboratories to seek technology

solutions

Are you currently Employed (if yes, identify):

(Ethics Code and other regulations preclude certain employed Federal retirees
from participation.)

Do you have any physical restrictions to the work you can perform? Yes No
If yes, list restrictions:

Do you have your own transportation? Yes No

In what ways would you be willing to assist local and state governments, com-
munities, agencies and non-profit organizations? (Circle all that apply)

a. Technical and professional advice/consultation

b. Technical skills to accomplish a task

¢. Teaching/training

d. Public speaking

e. Counseling/youth work

f. Any way: clerical, physical, technical, professional, administration
g. Other:
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Would you desire to staff the TAP Office? Yes No

When are you available?
Hourse per week Almost any time: Yes No

Any preferred days and hours:

Weekends: Evenings: Weekdays:

Regularly scheduled vacation periods:

Do you prefer any particular type of client age group?

Signature Date

Thank you for your interest in the NAVOCEANSYSCEN Technical Assistance Program
(Retirees). We now have a good idea as to your general skills, abilities, and
desires. All data will be placed in a skillsbank (Confidential) and matched
to requests from local governments. Matches will be forwarded to you for your
review and commitment.

Return form to:

Head, Industry R&D Programs Office
Code 0141

Naval Ocean Systems Center

San Diego, CA 92152

Telephone (619) 225-~6281
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TAP (EMPLOYEE) QUESTIONNAIRE

The Technical Assistance Program (TAP) 1inks technically skilled persons with
community needs. Volunteers seeking opportunities that suit their interests
and talents can serve as consultants or advisors and thus can add a technical
dimension to the solutions of community problems and plans.

By translating your capabilities and skills into action you can experience
personal satisfaction when you see your work making a measurable difference in
San Diego County. Do not underestimate how valuable your lifelong experience
and training are in serving our greater community.

The purpose for requesting the information on this form is to collect infor-
mation to use in building a skills bank to support the laboratory‘s Technical
Assistance Program.

Furnishing the information on this form is voluntary.

NAME : ADDRESS:

PHONE:

TOWN OF RESIDENCE:

EDUCATION:

DEGREES:

OTHER TRAINING:

(i.e., Volunteer Fireman, special equipment use):

HOBBIES:

SPECIAL INTEREST AREAS:

ORGANIZATIONS:

(Professional and civic):

AREA OF EXPERTISE (e.g., Computer Science, Electrical Engineering Management,
Physics, etc.):

Which of the following areas would you be interested in?
Communications

Computers

Other (Please Specify)

B-35
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[ what is the level of your interest in participating in the Technical Volunteer
Sexrvice? High Medium Low
& Would you volunteer your own time to:
S Yes No Undecided
\ a. Own City
‘ b. Neighboring City
L c. Anywhere in County
F; d. Assist small business in
X identifying technologies to
’ improve product lines
e. Interface with other federal
;: ‘ Laboratories to seek Technology
¢ Solutions.
Do you have your own transportation? Yes No

In what ways would you be willing to assist local and state governments,
communities, agencies and non-profit organizations? (Circle all that apply)

a. Technical & professional advice/consultation
b. Technical skills to accomplish a task

c. Teaching/training l
d. Public speaking

e. Social service/counseling/youth work

f. Any way: clerical, physical, technical, professional, administration
g. Other:

When are you available?

Hours per week Almost any time? Yes No

Any preferred days and hours

Weekends: Evenings: Weekdays:

Regularly scheduled vacation periods:

Do you prefer any particular type of client or age group?

WOULD YOU BE INTERESTED IN:

1-2 Year Intergovernmental Personnel Act (IPA)
Assignment (may involve change of residence).

B-36
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1-2 year IPA Assignment (local).

Would you like to have more information on the
Technology Transfer Program?

Would you like to be included on the mailing list
for Technology Transfer?

Signature Date

Thank you for your interest in the NAVOCEANSYSCEN Technical Assistance
Program. We now have a good idea as to your general skills, abilities, and
desires to volunteer your time. All data will be placed in a skillsbank
(Confidential) and matched to requests from local governments. Matches will
be forwarded to you for review and commitment,

B-37
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LOAN AGREEMENT
between
NAVAL OCEAN SYSTEMS CENTER (NOSC)
San Diego, CA 92152

and

(Borrower)

(Borrower)

THIS AGREEMENT, entered into as of the day of 19 '
by and between the Department of the Navy represented by the Commander,
Naval Ocean Systems Center (hereinafter referred to as the "NAVY") or his duly
authorized representative executing this agreement, and the

(Hereinafter referred to as the "BORROWER") represented by an official thereof
authorized to execute this
agreement,

WHEREAS, the BORROWER has requested a loan of the property 1listed in the
schedule heretoattached (hereinafter referred to as the "ITEMS") for the
purpose of

.
4

and

WHEREAS, the NAVY is willing to loan the property covered by this agreement
under the authority of Section 601 of the Economy Act of June 30, 1932, as
amended (31 U, S. Code 686).

Now THEREFORE, in consideration of the premises and the terms and
conditions hereinafter set forth, the parties hereto agree as follows:

1. The Navy does hereby loan to the BORROWER the ITEMS 1listed in the
schedule hereto attached.

2. The use of the property by the BORROWER shall terminate months
after the data first above written unless the Agreement is sooner terminated
by the Navy pursuant to paragraph 8 hereof,

3. The NAVY makes no representation of warranty either as to the condition
of the property or as to its usefulness for any purpose whatsoever.

4, Title to the property shall remain with the NAVY during the period of
this loan.

S. THE BORROWER shall:

a. Pay all costs incident to preparation of the ITEMS for shipment and
transportation and, upon expiration or termination of the loan period, pay all
costs incident to the return of the ITEMS, including costs necessary to pre-
pare the ITEMS for storage or reinstallation (if the ITEMS at the commencement
of the loan period were installed at NAVY facilities).

b. Maintain, protect, preserve, and repair the ITEMS, including
necessary replacement of parts, and return such ITEMS in as good a condition
as wvhen received, normal wear and tear excepted.

c. Replace the ITEMS in the event of loss or damage, or, at the option
of NAVY, reimburse NAVY for value thereof.
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d. Not transfer custody or possession of the ITEMS or authorize use
thereof for purposes other than specified in the first above recital.

6. The BORROWER shall protect all proprietary, patent, and industrial
rights in the property, the information furnished with the property, and the
information derived from it.

7. The BORROWER shall safeguard any classified military information or
property loaned under this agreement to the extent that the NAVY shall, by
separate written instructions, advise the BORROWER of such classification and
the policies regarding downgrading, declassification, and release of
information to the public.

8. The NAVY reserves the right to terminate this Agreement as to the ITEM
loaned whenever it determines that it requires immediate use thereof.

In WITNESS WHEREOF, the partjies hereto have duly executed this Agreement as
of the day an year first above written.

NAVAL OCEAN SYSTEMS CENTER (NOSC)
San Diego, CA 92152

By

Title

By

Title

(BORROWER)
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AFFIDAVIT

KNOW ALL MEN BY THESE PRESENTS:

That the undersigned
(Name of corporation or other interested entity)

(1) A corporation organized and existing under the State of

(2) A sole proprietorship doing business in the State of

(3) A partnership/joint venture doing business in the State of

(4) A non-profit organization doing business in the State of

(5) Other

{Tdentify entity)
in accordance with applicable Federal and State law, does hereby make the

following assertion of fact.

The undersigned entity herein named desires to participate in the Technical
Assistance Program (Program), sponsored by the Naval Ocean Systems Center. It
understands that the Naval Ocean Systems Center, an instrumentality of the
Federal Government, cannot compete with the private sector in providing goods
and services under this Program. Therefore, 1in order to participate, the
undersigned entity does confirm that it has no monies available and no planned
budget established either now or within the following year designed to

accomplish the tasks and overall goals of the Program.
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APPENDIX C - SAMPLE LETTERS/BROCHURES

Draft letters to be used in the TAP to:

A. "Clients"

1. Sample letter announcing the TAP Demonstration Project
2. Sample letter announcing full TAP
3. Sample general letter to "Generic Community User"

’ B. To NOSC Retirees
1. Sample letter to forward survey form
2. Sample letter to be used with Brochure,
; "Retired Technologist"
L C. Sample Letter to NOSC Employees
- Brochure

D, The Technical Assistance Program
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(Sample letter announcing the TAP Demonstration Project)

LETTER HEAD

Naval Ocean Systems Center (NAVOCEANSYSCEN) is the principal Navy
research, development, test and evaluation center for command, control, and
comnmunications; ocean surveillance; surface and air launched undersea weapons
systeme, and submarine arctic warfare.

NAVOCEANSYSCEN is a full-spectrum Center for planning and intelligence
inputs through the command, control and decision-making process via communica-
tions to the fleet user in terms of weapons and electronic warfare (EY).
Major areas of RDT&D work include command, control and communications (C),
EW, Ocean surveillance, antisubmarine warfare (ASW) weapon systems, ocean
science, ocean engineering, biosystems research, submarine arctic warfare and
related technologies. NAVOCEANSYSCEN also pursues an extensive in-house and
Navy program of systems analysis and evaluation to provide support for in-
service systems and direct assistance to the Fleet.

The NAVOCEANSYSCEN has a technical staff of -

The Industry Research and Development Programs Office is tasked with the
mission of making available NAVOCEANSYSCEN expertise to state and local
governments Or other user groups within Department of Defense regulation. To
accomplish this, a reservoir of technical experts composed of former employees
(retirees) has been established within a program entitled "Technical
Assistance Program (TAP)."

Local officials can turn to TAP when faced with a problem within such
technical areas as: , , .

Should you have a technical problem which may fall within any of the
areas above, please contact:

Please note that the TAP is composed of individuals who have agreed to
donate their time. If considerable time is required to complete the task, it
may be necessary to set some remuneration. In any event, a formal agreement
will be negotiated.




(Sample letter announcing full TAP)

LETTER HEAD

Dear :

The office of Industry Research and Development Programs of the Naval Ocean
Systems Center is currently setting up a Technical Assistance Program Skills-
bank to expand its program for maximizing laboratory expertise available to
local and state governments, nonprofit organizations, and small business.

Personnel from the laboratory's technical work force of physicists, chemists,
engineers, and computer sclentists as well as its retired employees will be
available to local city, county and state governments to work with your
technical personnel at minimum cost or no cost to the user to solve some of
the urgent and common problems facing all of us.

Technology Transfer projects already completed under a demonstration Program
include:

We will be contacting you over the next several months to keep you informed of
our progress and to seek your input as to how we can best respond to your
needs,. If in the interim, you wish to discuss the Technical Assistance
g Program in more detailil or have any questions, please feel free to contact the
. undersigned on (619) 225-6281.
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{Sample general letter to "Generic Community User")

Confused by high tech? Short on technical advisers? How about being
stuck with sophisticated, but inoperable equipment and a defunct manufacturer?
There may now be help for this kind of dilemma.

The Naval Ocean System Center (NOSC) is initiating a Technical Assistance
Program, Technical Assistants are scientifically trained laboratory
assoclates who use personal time and skill to community aid projects.

Technical Assistants never preempt the work of consultants or municipal
employees, Rather, they extend a municipality's technical decision-making
ability or fill in technology gaps where tight budgets don't stretch.

NOSC, of course, can't handle every problem, We carry out a specific
mission for the Navy that requires specialized technical disciplines.
However, in identified areas, NOSC has some of the nation's leading expertise.
y It is in these particular areas that NOSC Technical Assistants plan to share
' their talents.

This sharing of R&D expertise is a result of the 1980 PL96-480, better
known as the Stevenson-Wydler Technology Innovation Act. Congress, in passing
this law, encouraged Federal laboratories to share the benefits of billions of
dollars worth of taxpayer-financed R&D; thereby strengthening the country's
communities whether that be state and local government or the business sector.
In other words, the Act mandated that American knowhow be put to work for
Americans.

Technical assistance is very much a grassroots effort between Federal
laboratories and their neighbors. No National policy spells out the kinds of
problems to be addressed. Therefore, careful give-and-take negotiations
determine what 1local problems exist and would be appropriate for NOSC to
tackle. The following l1list of completed Technical assistance projects
demonstrates what was done in other communities: a talking computer was built
for a young woman with cerebral palsy; a solar heating system was designed for
a municipal swimming pool; a fishegg sorter and an elementary school
planetarium (both with complicated electronics and bankrupt manufacturers) was

. repaired; state police photographers were trained in new: lighting techniques

- for crime scenes, and a school bus company was shown how to implement a

. VisiCalc spreadsheet for bus routing.

- Generally, the projects are one-time and of a short duration. Long-term

- studies belong more appropriately to paid consultants. Many times, the assist-
ance provided is no more than educated advice, but because that education is

specialized and costly, even a few minutes of help is of great benefit to the
community,

e If you think your organization could use Technical assistance in the
S fields of:

call Dr. Richard November, NOSC's Technology Transfer Coordinator, at
and discuss your particular situation.
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(Sample letter to forward survey form)

MEMORANDUM

From: Head, Industry R&D Programs Office, Code 0141
To: NAVOCEANSYSCEN Retirees

Subj: TECHNICAL ASSISTANCE PROGRAM
Encl: (1) Survey Form

1. As a major step in implementing the Stevenson-Wydler Technology Innovation
Act, the Laboratory is organizing an official Technical Assistance Program
(TAP) using retired employees. This program will be an integral part of our
mission to provide technical assistance and support to state and 1local
governments, non-profit organizations, and small businesses. It will provide
us an opportunity to make a statement, through action, that NAVOCEANSYSCEN is
genuinely concerned about all aspects of community and National welfare,

The Technical Assistance Program will provide an opportunity for you to
become actively involved in technical assistance projects with school
districts, city, county and state governments, and local organizations. You
will be able to contribute directly to the solution of urgent technical
problems affecting these agencies at a time when other resocurces are drying
up. Your participation can be in the form of direct technical assistance, as
a source of information, or an opportunity to act as a consultant in an
advisory capacity.

2. Enclosure (1) is a short questionnaire designed to tell us about your
talents and interests, as well as a fact sheet with additional information
about the purpose and benefits of the TAP. Please complete the questionnaire
and return it to us 1in the enclosed envelope by . The
questionnaire information will allow us to establish our skills bank for the
Technical Assistance Program.

With your help, we can make this opportunity pay off for the lab as well
as for our communities.

Cc-9
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{Sample letter to use with Brochure, "Retired Technologist")

LETTER HEAD

Dear

We know you are excited about your approaching retirement. Free time,
sleeping late, more recreation. You have certainly earned this new
flexibility.

However, you have been a valuable team member here at NOSC. Throughout
your career, your technical talents have been important to the United States.
And the speed of technical advancement being what it is, America still has
need of your technical talents.

We would like you to consider Technical Assistance as part of your new
lifestyle. You won't be paid, of course, but other rewards outweigh monetary
considerations. As a Technical Assistant, you can continue to use your
technical skills within a self-determined timeframe. You might do something
like help the 1local fire department select cost-effective two-way radios.
Such a choice is confusing when amps, voltage and distance don't make sense.
Or maybe, you could help the police department consider their options in cell
monitoring devices, or use statistical forecasting to plot future crime
patterns. Perhaps computers are your f ~*e and you would get a kick out of
holding hands with a local non-profit organization as it tries to size its
computer hardware needs.

A Technical Assistance Program is designed to fit the modern technical
retiree, it preserves a lifetime of importance by shifting the emphasis from
National to local needs. Please sign up now to be a part of our Skillsbank,
even if you want the next two months free to paint the house. We're ready
when you are!!

Call at if you want to discuss the
program in detail.

Cc-11




(Sample letter to NOSC employees)

MEMORANDUM

From: Head, Industry Research and Development Programs Office, Code 0141
To: NAVOCEANSYSCEN Employees

Subj: TECHNICAL ASSISTANCE PROGRAM

Encl: (1) Survey Form (Questionnaire)
(2) Fact Sheet on Technical Assistance Program

1. As a major step in implementing the Stevenson-Wydler Technology Innovation
Act, the laboratory is organizing an official Technical Assistance Program for
both active and retired employees. This program will be an integral part of
our mission to provide technical assistance and support to state and local
governments, non-profit organizations, and small businesses. It will provide
us an opportunity to make a statement, through action, that NAVOCEANSYSCEN is
genuinely concerned about all aspects of community and National welfare.

The Technical Assistance Program (TAP) will provide an opportunity for
you to become actively involved in technical assistance projects with school
districts, city, county and state governments, and local organizations. You
will be able to contribute directly to the solution of urgent technical
problems affecting these agencies at a time when other resources are drying
up. Time may be donated in the evenings or on weekends. Your participation
can be in the form of direct technical assistance, as a source of information,
or an opportunity to act as a consultant in an advisory capacity.

2. Enclosure (1) is a short questionnaire designed to tell us about your
talents and interests, as well as a fact sheet (enclosure (2)) with additional
information about the purpose and benefits of the TAP. Please complete the
questionnaire, and return it to Code 0141, using the Laboratory mail by

. The questionnaire information will allow us to establiish our
skillsbank for the Technical Assistance Program.

With your help, we can make this opportunity pay off for the laboratory
as well as for our communities.

C-13
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he Technical Assis-
tance Program
concept was es-
tablished in the
1970’s as a means
of transferring
the technology
developed in the
nation’s feder-
ally funded re-
search labora-
tories to the
general public.

TRE TECRNICAL
ASSIGTANCE PRUGHAR

Figure 1. Draft Brochure ~ The Technical Assistance Program




WRAT {5 THE
TECHMNICAL ASSETANCE PREBRARM?

The Technical Assistance Program concept vras
- established in the 12870’s as a means of trancicr-
i ring the technology developed in the nation’s

"
5 o

federally funded research laboratories to

the general public. The success of the

program depends upon the time and effort con-
tributed by persons such as yourself who serve
as Technical Assistants.

WhAT {5 A
TECHNICAL AGSISTANT?

A Technical Assistant is a scientist or engineer
with a lifetime of expertise, someone who cares
deeply about the community in which he/she lives.
Technical Assistants are experts in their

field and are able to offer a problem solving

skill that would not otherwise be available.

The Technical Assistant could be asked to

define the parameters of a problem, or

Figure 1. Draft Brochure - The Technical Assistance Program (contd)
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translzte the technical language of the
scientist into the vvords more eacily understood
by the nontechnical person.

RUW CAN | RELPY

This program gives you the opportunity to put

“your skills to work. As a Technical Assistant,
you may be called upon to help state or local
governments, a small business person, or one of
the many nonprofit organizations.

Some of the ways in which Technical Assistants
have helped their communities include
the follovring:

developing talking computers for the
nonvocal handicapped...

creating robots to help state police in a

grammar school campaign to encourage seat
belt use...

alleviating acoustical problems in churches
and municipal buildings...

designing and fabricating tools to repair an
antigue lumber wagon on the town green...

Figure 1.

...............................
-------------

.................................
...............................
---------

Draft Brochure - The Technical Assistance Program (contd)
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developing a pilot program for treating
sewage waste.

These are just a few of the ways in which
Technical Assistants have been able to bridge
the technology gap between research labs and
the public.

WHAT ROLE
DU THE FEDERAL RESEARCH AND
DEVELLPMIENT LABS PLAY?

Federal R&D labs have played key roles in changing
the way America lives. Lasers, atomic fusion,
medical research, agricultural production, and
the exploration of the oceans and outer space are
shaping the world of today and tomorrow. This
research has resulted in a variety of byproducts
we take for granted as a part of our everyday

life, freezer-to-table cookware, heart pacemakers,
bulletproof vests, fetal sonar scans, adjustable
walkers for the handicapped, and even freeze-
dried coffee.

Figure 1. Draft Brochure - The Technical Assistance Program (contd)




MR M D et St Al el e Sl e Sestit Saedh Mg it gt S JMolic st d Se di-ian a4 L7eadE Rk Sl s Sate 20 S

WHAT {a THE
TECHNOLOBY MNNLUATION ACT?

Innovative use of technical skills to aid the
Lmerican public is part of the national

technology transfer (T2) effort called for by

PL 86-480, the Stevenson-Wydler Technology
Innovation Act. This effort needs you. For more
information about the Technical Assistance
Program in the San Diego area call (619) 225-6281
or fill out the attached form and mail to:

Naval Ocean Systems Center
Code 0141, Catzalina Boulevard
San Diego, California 92152-5000

Name

Address

City State Zip

Technical Background

Figure 1. Draft Brochure - The Technical Assistance Program (contd)
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Naval Ocean Systems Center
San Diego, California 892152-5000

Technical Document 826
Approved for public release; distribution unlimited

Reviewed and approved by
William Gaines, CAPT, USN
Chief Staff Officer

October 1985

Figure 1. Draft Brochure - The Technical Assistance Program (contd)
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APPENDIX D - TRAINING

Page

A. Orientation -~ New Technical Assistants D-3
B. Technical Assistant Training D-3

C. Technical Assistance Coordinator and Team
Leader Training for TAP D=7

D. Materials D-13

E. OQualifications of a Technical Assistant Trainex D-14

F. General Agenda for Training D-15
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A, Orientation - New Technical Assistants (4 to 6 hours)

1. Review of NAVOCEANSYSCEN mission areas, product lines, and expertise
2. Briefing on NAVOCEANSYSCEN current organizational structure
3. Briefing on Industry R&D Program Office
a, functions
b. resources
c. location
d. support available
e. where T2 program is at NOSC
4. Complete any personnel requirements
5. Complete any security requirements
6. Briefing from Public Affairs Office on public release
B. Technical Assistant Training

Objectives

1. To intrcduce the concept of technology transfer as practiced by
Federal laboratories and focus on how Technical Assistants can enrich that

process

2. Provide a historical survey of both movements, current legislation,
accomplishments, participants, etc.

3. Introduce technically skilled retirees to the methods and practices
of technical assistance

4. Prief retirees on the options they have regarding their own levels of
involvement.

5. Inspire commitment, original thinking, and an entrepreneurial atti-
tude about technical assistance participation

6. Outline the Technical Assistance Program management structure and the
reporting requirements for projects

7. Outline constraints to the practice of technical assistance

8. Introduce factors that influence technical assistance projects in
state and local governments and non-profit organizations

D-3
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9. Discuss reimbursement policies, laboratory access issues, rules of
library, contractor/consultant regulations, insurance, hold harmless agree-
ments, liability concerns, and technical resources

10. Highlight personal rewards that might be expected
11. Skill development exercises

Education goals:

To develop understanding and a clear sense of the overall thrust to pro-
duce great benefits to the American public from taxpayer-financed research and
development.

Specific topics:

1. Stevenson-Wydler Technology Innovation Act/Technology Transfer
2. Federal Laboratory Consortium/Technical Assistance Program

3. The variety of laboratory technology transfer goals

4., Possibilities for progress/grass roots action

5. Typical Technical Assistant roles

6. Functional fixedness

7. A survey of transfer problems

Communication goals:

To instill knowledge of what needs to be said, to whom, and at which
points in time.

Specific topics:

1. The Technical Assistance Program (TAP) chain of command
2. Explaining your needs to community representatives

3. Getting what you need to do the project

4. Letting the community know the laboratory's limits

5. Feedback for the TAP Coordinator

6. Team meetings

7. Review Panel presentations

8. Reporting requirements
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Constraints:

To inform technical assistants of the rules, regulations, and guidelines
that must be considered while working on technical assistance projects.

Specific topics:

(Federal Level)

1. Stevenson-Wydler Technology Innovation Act of 1980
2. Agency (Navy, etc.)

3. Llaboratory

4. Personal priorities

(State and Local Governments)

1. Political environment, elected vs administrative
2. Crisis management mode

3. Generalists vs scientists

4. Tight budgets

5. Short term problem~solving focus

6. Projects must be carried out on the public stage

Daily Details

This section looks at solving all the details of the projects in advance,
the rules of behavior.

Specific topics:

1. Reimbursements

2. Clearances

3. Parking at laboratory/assignment site
4, Forms to £ill out, agreements to sign
5. Liability

6. Insurance requirements

7. Library use

D-5
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8. DoD regulations in regard to exchange of information

Consultants/Contractors

This section will instruct the Technical Assistants regarding measures to
be taken to insure that the TAP is not used for private profiteering.

1. Guidelines for Technical Assistants who go to work for contractors or
consultants.

2. Forms that must be signed as a Technical Assistant

Entregreneurshig

This section encourages assistants to use their life experiences in look-
ing for new ways to apply technology in the communities in which they live.

Specific topics:

1. Looking for T2 opportunities to bring back to ORTA
2. The 779 laboratory resources

3. The Technical Assistant as a laboratory outreach
4. A Technical Assistant is always "at work"

Rewards

This section outlines what Technical Assistants can hope to gain from
their efforts:

Specific topics:

1. Recover your talent for America

2. Gratification through improvement

3. New job opportunities for yourself or others

4. Continue your association with the R&D effort
5. Economic development as a Technical Assistant
6. Be a pioneer

7. Create new opportunities to publish

8. Public speaking/information dissemination

9. Meeting new groups of exciting people
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C. Technical Assistance Coordinator and Team Leader Training for Technical
Assistance Program (TAP)

Course Content

2
1. To introduce the concept of technology transfex (T ) as practiced by
Federal R&D laboratories and focus on how technical assistance can enrich that
process
2

a, Describe the T PpProcess

b, Survey developmental problems that have slowed the growth

c. Demonstrate how technical assistants have provided manpower to
perform a variety of technology transfer goals, depending on needs at the

grassroots level

2. Provide a background for both technology transfer and the technical
assistance movements

a. Survey history of both movements

b. Outline current legislation

c. Highlight accomplishments to date

d. Introduce the players in the National T2 network: agencies,
laboratories, T‘ coordinators, the Federal Laboratory Consortium, local user
groups, and tectnical assistants.

3. Introduce the methods and practices of technical assistance

Methods:

- provide technical advice

- research problems/search for answers

- onsite consultation

- team projects

- task force/specialty groups

- long range planning input

Practices:

- Technical Assistant elects his/her involvement 1level with each
new project

Ll o s wnil o




- Technical Assistants never take total responsibility for decision
making. They add a technical dimension to local problem solving

2
- Everyone connected with T tries to avoid creating unmet expecta-
tions

- Eliminate bad Federal image

- Project duration can span a single phone call to three eight-hour
days per week, depending on the desires of the TA

4. Outline TAP management structure and reporting system for projects
a. Organizational chart
b. Outline roles:
- T2 Coordinator
- TAP Coordinator
- Review Panel
- Coordinating Panel
- Technical Assistant
c. Demonstrate how network acts to requests

d. Lay out typical reporting cycles for three different types of TAP
projects. Long term, advice, task force.

5. Explore Aspects of Technical Assistance
The responsibilities of a Technical Assistant:
- Time allotment
- Assessment of technical qualifications before task begins
- Conduct
- Procedures for handling problems
- Time/scheduling
- TAP updates

- Transportation
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Technical Assistant Role:
- Project manager
- Liaison

- Technical assessment

- Problem definition

- Resource management

- Marketing/public relations
- Investigation

Technical Assistants can expect:

Status

- Priority variance among users
- Increased need for humor/common sense
- Mission priorities interference
- Minimal intrusion by TAP management
- Help when needed
- Extended wait between projects
6. Consider constraints to the practice of Technical Assistance
- Limited budgets of user groups
- No competition with swmall business
- Political priorities of municipalities
- Crisis management mode of many organizations
- Language barriers between scientists/generalists
- Not to interfere policies
- Slowness to incorporate innovative ideas
- Retirees have been away from lab environment for a time

- Community antipathy toward military and Federal Government




Introduce factors that influence technical assistance projects

Degree of commitment on part of the TAs

- Short staffing/lack of experience in using TAs

—

- Timeliness of project

?.'a

P L

- Elections

Budget cycles

- Perceived job threat

Al e
[}

- National priorities
- Economic conditions
8. Outline reimbursement policies, etc.
Reimbursement:
- generally none
- travel expenses may be worked out with user groups in advance
- projects tend to be local to avoid travel
Laboratory access:
(present scenario developed at NOSC)
- badges, full access - Emeritus Program
- escort badges
- no access except by special arrangement
- lab access through interwmediary
Library access: (to be worked out by T2 coordinator)

- full access, books, periodicals, databases with special purchase
of appropriate materials

Librarjan considered part of teanm
~ Limited access to books/periodicals
- Active research only on part of Technical Assistant

- Books/periodicals access, no database

D-10
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- Access through intermediary

DoD information restrictions:
(To be developed on new regulations)
Contractor/Consultants

- Technical Assistants may not be in the active employ of NOSC
subcontractors

- If they commence active employment while on TAP assignment, they
will be expected to temporarily resign from program

- Each technical assistant pust sign an agreement that they will
not use technical assistance positions to gain unfair competitive advantage
with regard to government contracts

Insurance

- Federal Government is self-insured

- Technical Assistants must maintain automobile insurance at
required levels

= VWorkmen's compensation will be covered by user/laboratory (NOSC
decision)

Liability:

Hold harmless agreements
- Federal Government self-insurance

- Good Samaritan Act

No court has ever paid damages against TAs
Technical Resources

- Library

- Currently employed researchers

- T2 coordinator

- TAP coordinator

- FLC

- Other Federal laboratories

D-11
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1.

- Other technically skilled retirees
- Equipment loan

Highlight Personal Rewards

- Altruism

- Continued professional involvement
- Continued laboratory involvement

- Solve Natiocnal problems

- Develop consultant business

- Career change

- Social contacts

- Travel/perhaps in Trust Territories program
- Promote avocational interests
Skill Development

- Problem assessment scenarios

- Interview techniques

- Brainstorm rules

- Meeting technology

- Problem solving role plays

D=-12
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C. Materials

Video:

Science and Society
Engineers Adapt Toys for the Handicapped
A Technical Assistant and a Mother

Slide Show:
The Technical Assistance Program

Printed Materials:

Text: Applied Imagination, Alex Osborn

Selected technical reports, reprints of key articles, legislation,
viewgraphs, and portions of a self-~training manual

Method:

Two days of training using lecture, visual presentations, role play-
ing, brainstorming, paper and pencil exercises, and modeling.

D~13
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E. Qualifications of a Technical Assistant Trainer

2
- Familiarity with Technology Transfer (T ), Technical Assistance
Program (TAP), and the Federal Laboratory Consortium

- Experienced in technical assistance coordination

- Training experience

- Knowledge of experiential skill development techniques

- Knowledge of motivational requisites

- Knowledge and experience in the teaching of good meeting technology
Suggested condition for the training contract: The organization that

gets the contract will use a NOSC Technical Assistant (or other NOSC employee
designated by the Technology Transfer Coordinator) as a member of the training .

team. This will leave the skill to do necessary future training inside the
laboratory.

D-14
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General Agenda for Training
Day One
Coffee, registration, meet participants, dispense materials
Present total training agenda, details of the days, rules of the trainers
Introduce trainers, participants
Morning session: Introduce concepts
Technology transfer
Technical assistance
Federal Laboratory Consortium
Networking
Lunch
Spillover from morning session
Technical assistance in depth ~- levels of involvement
who, what, where, why?
Go over written materials
Q&A period regarding today's session/or future meetings
Day Two

Morning Session:

The details of TAP operation, reporting, legal details, Technical
Assistants' responsibilities, forms, etc.

Afternoon:
Experiential skill development dealing with problems and constraints
Go over resources available
Q&A period for today and tomorrow
Day Three
Morning:
Skill practices. Examine personal rewards
Listen to group's concerns about their futures as Technical Assistants

Wrap up

D-15
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G, Comments

1. Training will be updated yearly or if Technical Assistant turnover
warrants.

2. Goal will be to turn training into videotape sessions with manuals.

D-16
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APPENDIX E - PERSONNEL REQUIREMENTS FOR TAP

1. PERSONS WHO ARE NOT CURRENT FEDERAL EMPLOYEES Until authorized by
legislation, the Department of the Navy is not permitted to accept service
from persons who are not current Federal employees for the Technical
Assistance Program

2. CURRENT FEDERAL EMPLOYEES Two types of Center employees are eligible to
serve in the TAP: regqular employees and emeriti employees.

a. Regular Employees

(1) Status NOSC permanent employees may serve in the program.
Participation will be without compensation and must be done when not in a duty
status. Employees may request annual leave or leave without pay in order to
serve in the TAP.

{(2) Management Approval Employees desiring to participate nust
submit a written request via their chain of command and Code 014 to Code 02
for approval. The request should outline in detail the assignment, the
governmental entity for whom the work will be performed, the hours used, and
any requested leave or variations of work schedule in order for management to
assess the impact, if any, on Center mission accomplishment. If approved, the
Coordinator of the program in Code 014 will administer program details.

b. Emeriti Employees

(1) Status NOSC Emeriti may serve in this program. ©Participation
will be without compensation and Emeriti will remain in a non-pay status.

(2) Management Approval Emeriti who are interested in serving in the
program must prepare a written request and submit it via Code 014 to Code 02
for approval. The request should include sufficient information regarding the
assignment that it will be clear that the program objectives will be met.

c. General Employment Conditions When individuals are serving non-
Federal entities in order to promote technology transfer the following
conditions apply:

(1) Although serving in non-pay status, NOSC current Federal
employees shall have coverage under Federal Tort Claim provisions and Federal
Injury Compensation for injury sustained while serving in TAP assignments.
Service is not creditable for leave or any other employee benefit.

(2) TAP members must be guided by Federal and Navy regulations re-
garding security, political activities restrictions :nd conflict of interest
laws and regulations.

Y




(3) The NOSC TAP Coordinator, Code 0141,
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shall majintain a time and

attendance log reflecting TAP member's name, work location, hours and days
worked, He shall prepare gquarterly and annual reports summarizing TAP

membersg' activity.
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APPENDIX F - PUBLICATIONS FOR A TECHNOLOGY TRANSFER LIBRARY
As a minimum, the following publications will be needed in a technology
transfer library.
National Technical Information Service (NTIS)

- Catalog of Government Patents, PB84-117589

- NTIS Newsline (includes Federal patents for license)
- Directory of Federal Resources, PB84-100015
& - Federal Laboratory Directory, 1982, NBS SP646

- Booklet, "Agency and Laboratory Contracts Involved with the Transfer
of Federal Technology”, February 1984.

Navy 'I'2 Fact Sheet
Technical Transfer (Tectra) Newsletter -~ tectra database
Technology Utilization - A Guide to Federal Technology for Industry

Domestic technology transfer versus technology export control.

~

] Newsletters from other Technical Assistance Programs

. 2

. Annual T° reports from other Federal Laboratory Consortium (FLC) member
5 laboratories

K Urban innovation abroad

O

Venture (magazine)
Inc. (magazine)

NASA Tech Briefs
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APPENDIX G - INTERGOVERNMENTAL PERSONNEL ACT INFORMATION

Intergovernmental Personnel Act (IPA) Assignments to NOSC

IPA Concept
FPM Chapter 334

Assignment Agreement Form
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NAVAL OCEAN SYSTEMS CENTER

San Diego, Califormia 92152
NOSCINST 12334.1
141/RMS:ghe
7 August 1980

NOSC INSTRUCTION 12334.1

To: Branch Heads, Project Offices, and above
Subj: Intergovernmental Personnel Act (IPA) assignments to NOSC

Ref: (a) FPM 334

¢ 1. Purpose. To publish Center policy and procedure for assignments to the
X Naval Ocean Systems Center of university/college faculty members under the
Intergovermmental Personnel Act (IPA).

! 2. Background. Reference (a) allows for university/college faculty members
on a sabbatical leave of absence to be granted an IPA assignment to work at
the Center. A training agreement must be negotiated and approved by both the
university/college and NOSC.

3. Policy. It is the Center's policy that the maximum salary augmentation
for faculty members on sabbatical leave of absence selected to work at NOSC on
an IPA assignment 1is 50 percent of their regular university/college salary.
Moving expenses (PCS) from the point of residence to NOSC and return and any
perceived cost-of-living allowances will not be reimbursed by NOSC. Tewmporary
duty (TDY) travel reimbursement will be limited to that required by the work
assignment.

4. Approval Procedure. The following procedure will be utilized to obtain
approval of a potential IPA assigmment:

a. Directors and heads of major staff organizations will review each case
for merit. The assigned Personnel Management Advisor will provide assistance
1n the process upoua request.

b. Proposed assignmments considered beneficial to NOSC will be routed to
Codes 01/00 via Codes 14, 10, and 02. Supervisors/managers should make no
commitments, implied or otherwise, to potential IPA candidates prior to Code
01/00 approval.

5. Directive Responsibilitv. The Head, Persoanel 0ffice, Code 14, is respon-

sible for keeping this instruction current.

MG

S. L. GUILLE

Distribution:
c
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The Intergovernmental Personnel Act (IPA) of 1970

o The 1IPA is intended to facilitate Federal-state-local-~university
cooperation through the temporary assignment of skilled personnel.
The assignments permit civilian employees of Federal agencies to
serve with eligible non-Federal organizations for up to two years
without loss of employee rights and benefits. Eligible organizations
include Federal agencies, state and local governments, non-profit
institutions serving state and local governments, institutes of
higher education, and Indian tribal governments.

] Assignments are management-initiated and based on needs of partici-
pating organizations. The goal of the IPA mobility program is to
facilitate the movement of personnel for short periods of time when
this movement can serve a sound public purpose. Objectives cited in
Chapter 334 of the Federal Personnel Manual (17 October 1983) on IPA

| Mobility Assignments include:

- Strengthening the management capabilities of eligible organi-
zations.

- Assisting in the transfer and use of new technologies and
approaches to solving governmental problems.

- Involving state and 1local officials in developing and imple~
menting Federal policies and programs.

o Assignments are voluntary. Although an appointment may not be made
to serve the convenience of the employee, participation is not
mandatory. One of the benefits is to provide experience which will
enhance the employee's performance in his or her regular job. Thus,
the assignment is an opportunity, rather than a requirement.

o Cost sharing arrangements for mobility assignments are negotiable
between participating organizations. At NOSC, assignments can be
supported totally by NOSC or the sponsoring organization for salary,
fringe benefits, and travel. An incoming participant remains an

- employee of the sponsor, and NOSC reimburses the organization for the

*. NOSC share of costs. Reimbursement guidelines are provided in FPM

| Chapter 334 on IPA Mobility Assignments.

The laboratory benefits both from incoming IPA assignments and outgoing
assignments. Incoming staff can:
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° Provide new knowledge and resources not currently available to the
laboratory.

o Strengthen management capabilities by providing experienced personnel
with relevant skills.
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) Assist in the transfer and use of new technologies and approaches;
for example, a current member of the NOSC technology transfer staff
is an IPA assignee from a university.

g
, o
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o Develop a new set of contacts through the IPA assignee which has long
term benefits, including recruitment of personnel. The value of
contact with the assignee may extend far beyond that individual into
new networks of professionals.

The value of an outgoing IPA assignment also has benefits:

() Acquisition of new skills which benefit the laboratory: The assign-
ment is temporary, and the great majority of IPA participants return
to the laboratory. Thus the experience and skills gained by the
individual enhance the laboratory's overall capability.

o Enrichment of the individual's professional environment: Many em-
ployees benefit from the stiulation of a change in environment and a
temporary shift in focus. This aspect of the program contributes to
laboratory functions by increasing employee satisfaction.

) Development of additional professional contacts: Just as an incoming
IPA assignee brings in a new set of contacts, an outgoing assignee
will also provide new contacts. These professional relationships can

directly affect the ongoing technical work by extending the resources
available to the laboratory.
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Chapter 334

Temporary Assignments Under the Intergovernmental Personnel
Act

Contents

SUBCHAPTER 1. GENERAL PROVISIONS
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1—4. Length of Assignment
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SUBCHAPTER 2. ASSIGNMENT AGREEMENTS
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2-2. Financing an IPA Assignment

2-3. Reporting on SF 113~A and 113-G (Ceiling Count)
2-4. Termination of Agreements

2-5. Reports Required

2~6. Coverage Under the Privacy Act of 1974

2-7. Freedom of Information Act Provisions

SUBCHAPTER 3. ASSIGNMENT OF FEDERAL EMPLOYEES TO STATE
AND LOCAL GOVERNMENTS
3-1 Genenl
3-2. Pay Policies for Assignments
3~3. Status of a Federal Employee on Detail
J-4. Assignment of a Federal Employes on Leave-Without-Pay
3-5. Incentive Awards for Federal Employees on IPA Assignments
3-6. Obiligated Service Requirement
3-7. Return 10 Duty

SUBCHAPTER 4. ASSIGNMENT OF EMPLOYEES FROM A STATE OR
LOCAL GOVERNMENT
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4-3. Status of a State or Local Government Employee Recziving a Federal
Appointment
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334-3

I-l. AUTHORITY

a. Section 3376 of title 5, United States Code, autho-
nzes the President to prescribe regulations necessary to
carry out sections 3371 through 3375 of title S, United
States Code, goverming the temparary assignment of
personnel between the Federal Government and State
or local governments, institutions of higher education,
Indian tribal governments and other cligible organiza-
tions. By Executive Order 11589 of April 1, 1971, the
President delcgatcd to the Civil Service Commission
(now the U.S. Olfice of Personnel Management) the
authonty granted to him by section 3376 of title 5 w0
issue regulations necessary to administer these provi-
sions. Thesc regulations are in 5 CFR 334, and ure
reprinted in FPM suppiement 990-1, book iil.

b. Temporary assignments described above and
throughout this chapter are authorized by tide IV of the
Intergovernmentai - Personnel Act (IPA) of 1970, as
amended. Such assignments are commonly referred o
as “intergovernmental mobility assignments,” “1PA
mebility assignments,” or simply “IPA assignments”.

1-2. PURPOSE

a. Assignments to or from States, local govern-
ments, insttutions ol higher cducutivn, Indian tribal
governments and other cugidle organizatons are 1n-
tended 1o facilitate Federui-State-iocal cooperation
through the icmpurary asmignment of skilled person-
net. These assignmenis permit aivilian cmployees of
Federal agencies o serve with eligible non-Federal
orgamizations for limited penods of up 10 two yeurs
without loss of empioyee ngnts and benefits. A single
assignment may not caceed four years. Employees of
State and local governments, Indian tnbal govern-
ments, asuwaons of higher sducauon and ather eligi-
ble organizauons may serve in Federal agencies for
similar penods.

b. Each assignment must be made for purposes
which the Federul agency head, or his or her designee,
determnines are of mutual concern and benefit to the
Federal agency and 10 the parucipaung non-Federa
orgamizauon. Federal sgencies and other organizations

Federal Personncl Manual
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should carefully examne cach proposed assignment (o
ensure that it is for sound public purposes and furthers
the goals and objectives of the participating organiza-
tions. Assignments arranged to meet the personal intcr-
ests ol employees, to circumvent personnel ceilings or
to avoid unpleuasant persoanci decisions are contrury
the spirit and intent of the mobility assignment
program.

¢. The goal of the IPA mobility program is to facili-
tate the movement of cmployees for short periods of
ume when this movement can serve a sound public
purpose. Mobility assignments can be used to achisve
a number of objectives:

(1) streagthen the management capabilities ol
Federal agencies, State, local and Indian tribal gov-
emments, and other eligible organizations;

(2) assist in the transfer and use of new tech-
nologies and upproaches to solving governmental
problems;

(3) serve as an effective means of involving State
and locul officials in developing and implemenuny
Federal policies and programs;

(4) provide program and developmental experi-
ence which will enhance the assignee’s performance
in his or her regular job.

1-3. COVERAGE

a. Organizations included. (1) Federal agency
mcans an cxcculive agency, nulitary departinent. u
court of the Unuted States. the Administranve Office o!
the United States Courts, the Library of Congress.,
General Accounung Office, Botanic Garden, Govern-
ment Pnnung Office, Congressional Budget Officz.
United States Postal Service, Postal Rate Commussion,
Office of the Archutect of the Captol, and Office of
Technology Assessment.

(2) Siute means o State of the United States, the
Dusinct of Culumbia, the Commonwealth of Pucrio
Ricu, Guam, the US Virgin Istands., Amenican
Samoa, the Northern Manana Isiands, the Trust
Terntones of the Pacific Lslands and other territorics
or possessions of the United States; an instrumen-

Inst. 310
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talty or uuthority of & State ur States; or a Federal-
State authority or instrumentality.

(3) Local governmenr means a city, lown, county,
or other subdivision or district of a State, including
agencies, instrumentalities, and authorities of any of
the foregoing and any combination of such unns or
combinuuon of such units and a State.

(4) Instrumeniality or Authurity means an organi-
2ation which: (a) is government created or control-
led; (b) is public and nonproiit; (c) has some govern-
mental function delegated 10 it; and (d) is recogmzed
as an instrumentality or authority by the Statc or
local government. Public schoul districts and other
special purpose distncts and authorities, such as
housing authoriues and those providing water and
sewer services, fall within the definition of a local
government instrumentality or authority.

(5) Insttution of higher educanon. Eligible in-
sututions include domestic, accredited pnvate and
public four-year colleges and universiues, and tech-
nical and junior colleges. Also included are such
institutions within territories and passessions de-
scribed in parugraph (2) of this scction.

(6) Indian ribal governmen: means any lndian
tribe, band, nation, or other organized group or
community, including any Alaska Nanve village as
defined in the Alaska Native Claims Settiement Act
(85 Stat. 688), recognized as eligible for the special
programs and services provided by the United States
to Indians because of their status as Indians, and
includes any tribai organizauon as defined in secuan
4(c) of the Indian Self-Determination and Educauon
Assistance Act.

(7) Other organization means:

(4) a national, regional, statewide, ureawide, or
metropolitan organization represening memoer
State or local governments;

(b) an association ol State vr local puolic olfi-
Cials, or,

(<) a nonprofit organization which offers us onc
of 1ts principal tunctions, professionul advisory,
research, educational, or development services,
or retated services. 10 guvernments or universities
concerned with public management.

b. Certification of eligibillty for “other
ofganizations”.

(1) Organizations interested in participating in the
mobility program as an “other organizanon” as set
out1n this section must have their ehigibility centified
by :ne Office of Personnei Management before they
will be eiigibie to enter into a mobility agreement
with a Federal agency.

last. 310
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(2) Written requests for certification should in-
clude a copy of the organization’s (a) articles of
incorporation: (b) bylaws; (¢) evidence of nonprofit
status; and (d) any other information describing the
organization’s uctivities as they relate to the public
management cancerns of governments or
universitics.

(3) Requests should be mailed to:

Personne! Mobility Programs

Workforce Effectiveness and Development
Group

Office of Personnel Management

1900 E Street, NW

Washington, DC 20415

¢. For the remainder of this chupter the term Seare
and local governmen: includes within its meaning all
eligible institutions of higher education, Indian tribal
govermments, and “other organizauons” described in
this section.

d. Employee coverage. (1) For the Federal Govern-
ment, the IPA mobility program is intended for persons
holding appuintmenis without fimaation. Federal em-
pluyces must be serving under either:

—<areer or career conditional appointments, n-
cluding career appointments in the Senior Execunve
Service;

—appuintments of eguivalent tenure in the ex-
cepted service, including presidenuai management
interns; or

——uppropriate permanent appointments in the ap-
plicable career service.

(2) To be eligibie to participate in the IPA mobility
program an employee of a State or local government
must be a permanent, carcer cmployee of that organ-
1zation for at least 90 days pnior 10 entening into a
mobility assignment agreement with a rederal
agency.

‘¢. Pusitions excluded. (1) Employees of Federal
agencies holding time-fimited, temporury or (erm ap-
pointments, noncaccer ur limited Scnior Exccutive
Service appoiniments, or Schedule C appointments are
not cligible for the mobility program, nor are uni-
formed members of the Armed Forces, the Commus-
sioned Corps of the Public Health Service or of the
National Oceunogruphic and Aimospheric
Admunistration.

(2) Elected official positions i State or local
govemnments are not nciuded in the mobility pro-
grum. However, this exclusiun does not gutomat-
ically apply 10 assignments with Indian tribul gov-
ernments. If such an assignment with a tnbal

Federal Persunnel Manual
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E government is contemplated, notfy the Personnel d. Successive assignments without a break of at least
- Mobility Division before compieting the agreement 60 calendar days will be regarded as continuous serv-

- form. ice under the mobility authority.

v (3) University students empioyed as research as- e. A Federal agency may not send on assignment an

- sistants, graduate assistants, tcuching assistants, and  cmployee who has afready scrved on mobility assign-
: in similar, scholunship-related positions are consid- — ments for more than a total of 6 years during his or icr

ered temporary employees and are not cligible for  Federal career The Office of Personnel Management

assignment under the mobility program. may waive this provision upon the written request of
f. Citizenship requirements.. Ciuzenship require-  pe agency head.

ments do not apply 10 persons participating in the 1PA
mobility program, whether on detail or appointment.
The controlling factor is that the individual coming to a
Federal agency must be an eligible State or locul gov-
emment employee. Agencies are reminded, however,
that a potential probiem in apponntin; an alien is the the employee anticipates retiring at the conclusion ol
legal bar to ‘h‘.P‘Y“.’““ of compensation by a Fedgral his or :er Federal career. Agcngcies must indicate in
agency to an individual unless that individual is a . . .

“citizen of the United States”. (Pub. L. 93~143). There their annual evaluation report the number of E-:dcrall
are exceptions to this general restriction. An agency cmplo)./e'cs whg do ot return ‘oAmc agency at m? end of
contemplaung the appointment of an alien under the a mobility assignment. Agencies should also include

N

~— - -

{. Empioyees should return to their previous emp.oy-
er at the completion of a mobility assignment. A mois-
lity assignment should not be used to gain permunent
cmployment with the mobility employer or (0 seeure
temporary employment in a geographic area to winch

IPA mobility program must ascertain whether that in. ' the report the number of State and local mobikity
dividual may be paid under the Federal agency's  3ssignecs hired by the agency wathin three months ol
appropriation. the wmunation of a mubility assignment with thal

g. EEO requirements. Under the Intergovernmen-  3gency. (See Subchapier 2-5.)
tal Personnel Act, agencies must ensure fair treatment
in seiecung employees for intergovernmental assign-  I1-5. REIMBURSEMENT FOR ASSIGNMENTS
ments, without regard to polincal affiliation, race,
color, national origin, age, sex, religious creed, or
physical handicap.

a. Cost-sharing arrangemenis for any mobiiity as-
signment are negotiable between the participating gov-
emments. The Federal agency may agree to pay ull,
1=3. LENGTH OF ASSIGNMENT some, or none of the costs associated with an assign-

ment. Costs may include empioyee pay, suppiemental

a. Assignment ugreements can be made foruptotwo  pay, fringe benefits and travel and relocation cxpenses.
years, and may be intermittent, part-ume or full-ume, Reimbursements are credited to the Federul agency
but should be kept to the mimimum ume necessary to appropriation fund or account which would otherwise
complete the assigned tasks. The head of an agency, or  be used for payment. Funds do not revert 1o the US
his or her designes, may extend an assignment {or up to Treasury.

four vears when the extension will be to the mutual h Agencies are authonzed to pay emplovment serv-
benefit of the governiments concerned. The notice of ice referral fces in conncction with mobihity assign-
extension, wiich shouid be sent to OPM, must explain ments i the payment of such fces 18 i accordance with
the rcusun lur uny cxteasions beyond the Lint two wstructions in Federul Fersonnel Manual chapier 332,

years. The notice of extension should also explain the section 1-10. In general: (1) the referrul service must be
onginal employer’s plans for utilizing the employece w operuted by a legully established. nonproiit, prutes-

the compleuon of the assignment. sionally sponsored organization, and (2) the fee
b. An assignment may not extend beyond 48 con- charged must bear a direct refationsnip to the costs of

secutive months wnether the assignment is ntermit- referral.

tent, part-ume, or full-ume. €. Agencics may alsu consder the tincome tfrum

¢. An empioyee wno has served for four continuous certain private consulting work as part of the acudem:.
vears on a single assignment may not be sent on an- pay of universily empioyees. Specifically, when tne
cther assignment without at least a [2-month return 1o regular tour of duty for a university employee inciuuss
duty with his or her regular employer. Consecutive IPA  an aliotment of time for consulting, or when the em-
assignments are an tnappropnate use of this authority. ployee is performing any job-related counsuluing that

Inst. J10
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cannot be conuinued during the assignment, the monies
received from the consulting may be regarded as part of
the empioyes's academic pay (Comptroller General
Decision B-192438, June 13, 1979).

d. Title IV of the IPA does not authonze reimburse-
ment to State and locul govémments for any indirect or
adnunistrative costs associated with an assigninent,
This includes charges for prepaning and muintaining
payroll records, developing rcports on the mobility
assignment, and negotiating the agrcement. Other pro-
hibited casts include tuition credits, office space, fur-
nishings, supplies, staff support and computer time.

e. To assurc that both Federul und non-Federal or-
gunizauions share cquitably in the costs associated with
assignments, the following guideiines have been
developed.

(1) Cost-sharing arrangements should be based on
the extent to which the purticipating organizations
tenefit trom the assignment. The largest share of
costs shouid be absorbed by the organization which
benents most from the assignment. Rare excepuions
mighl occur when an organizabon’s resources do nol
pernil costy o be snared un a relutive benchit basis
isee {2) and (3) below). Examination of past assign-
ment agreements indicates that the borrowing organ-
1zation s usually the principul beneficiary of the
assignment. Whiic OPM recognizes thut many ay-
signments nave more than one purpose, agencies
must determine the principal purpose aor purposcs of
the assignment, and use this as the primary basis for
cost-snanng.

{2) The following hst of assignment purposes,
while not 2xhaustive. captures the general basis for
most mobiity assignments from the perspective ol
ine reuers. agency.

Feuerai Zmpiovee 70 Non-
Feuerat Greanization Principul Benenciury:
Feucrul Non-
Federal

—Support Fzyeral agen-

<y'> mission X
—Provide uevciopmen-

ta) vpportunmity wnich

will ennance the as-

SMENSe S heriormunce

N Mis G ner reguiar

Job X
—Suppaort guvernment-
wide intatives X
Inst. 310
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Federal Employee To Non-

Federal Organization Principal Beneficiary:

Federal Non-
Federal
—Strengthen inter-
governmental rela-
tions X X
—Sharc scarce cxpertise X
—Assist in transfer of
new ideas and tech-
nology X

Non-federal Empluyee To Federal Agency

—~—Meet temporary need
for skilled personnel X
—Provide devclopmen-
tal opportunity which
will enhance the as-
signee's performance
in his or her regular
jub X

(3) When developing an assignment agreement,
the participating organizations must:

(a) determinc the relative benefit accruing to
cuch vrganization, bascd on the assighment pur-
poses listed above, and include a starement of
relative benefit in the assignment agreement (Pant
6. “Reason For Mobility Assignment™);

(b) use relative benefit determination as the
basis for cost-sharing arrangements, (i.e., relate
the specific purposes and benefits of the assign-
ment to the share of costs bome by cach organiza-
uen). If factors other than. or in aadiuon to,
relative benefit are used, clearly expiain reasons
for cost-shanng decisions 1n agreement (Part 9,
“Fiscal Obligations™).

1-6. LIABILITY STATUTES APPLICABLE

The Federal Tort Ciaims Act and any other Federal
tort liability statutes apply to all persons parucipating
in the mobility program,

I=7. TRAVEL, RELOCATION AND PER DIEM

a. A Federal agency may use its apprupriations 0
pay or reimburse a Federal, State, or local government
employee on assignment for expenscs authorized under
subchapter | of chapter 57 of utle S, Unned Stutes
Code. A Federul, State, or local government employee

Federal Personnel Manual
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on assignment is also entitled, under chapter 57 of title
S, United States Code, to be reimbursed for the ex-
penses of transportation of his or her immediate family,
household goods and personal effects to and {rom the
assignment location in accordance with section 5724,
for relocation expenses in accordance with secuon
S724a(a)(1); for subsistence expenses in accordance
with section 5724a(a)(3); for miscclluneous cxpenses
in accordance with section 5724u(b); und for non-
temporary storage of housechold goods and personal
effects in connection with assignment at an isolated
location in accordunce with section 5726(c).

b. Agencies arce authonzed to pay for cither refoca-
uon expenses (o and from the assignment location or a
per diem aliowance at the assignment location during
the period of assignment. The agency may select either
of these approaches to relocation and living expenses
but cannot pay both types of costs. The cost to the
government should be a major factor taken into ac-
count when deterrmumng which approach will be used.
A per diem allowuance at the assignment location is
intended for short term assignments and not for longer
assignments. Per diem allowances should not be paid
for more than one year.

<. If the agency clects to pay rclocation cxpenses,
the assignes can be reimbursed for the expenses of (1)
transportation of the assignee and his or her immediate
family and household goods and personal c¢ffects to
and from the assignment location, including 60-days
temporary storage; (2) per diem allowances for the
assignee and immediate family while traveling to and
from the assignment location; (3) subsistence for the
assignee and immediate family while occupying tem-
sorary quarters (up to 30 days) at the assignment
location and on return to the farmer post of duty: and
(4) nontemporary storage of houschold goods und per-
sonal effects in conncction with assignment @ an 150~
iated location. Allowable relocation expenses do naot
inciude the costs ol selling or purchusing a residence,

d. Per diem authornizations at the assignmient location
cover aniy the individual un the mobility ussignment.
Expenses which may be paid inciude a per diem al-
lowance at the assignment location duning the assign-
ment. and travel expenses, inciuding a per dicm al-
lowance whilc un ullicial business uway {from the des-
ignated post ul duty duning the unigminent when the
agency considers tne travel 10 be in the interest of the
United States Government. Subchapter |, chapier 57,
of utle 5, Unied States Code, establishes a himit for
duly per diem allowances. As long as this limit is
observed. both the per diem allowance authonzed at

Federal Personnel Manual

the assignment location and the per diem allowance
while traveling on official business may be paid
concurrently.

¢. A Federal employee on mobility assignment muy
reccive only those truvel und relocation cxpenses au-
thorized by the Intergovernmental Personnel Act and
Federaul truvel regulations, whether those expenses are
paid by a Federul agency or State or local governmient.
Il a Federul agency proposcs to reimburse a State or
local government for travel expenses associated with
State or locul employee's assignment, such reimburse-
ment can be made unly v uccordance with apphicabic
Federul truvel allowance limitations.

l. Reimbursement of travel, relocation and per dicm
expenses may be allowed only if the Federal, State, or
local government empioyce agrees in writing to scrve
the entire peniod of his qr her assignment or one yeur,
whichever is shorter, unless the assignment 1s termi-
nated for reasons acceptable to the Federal agency. If
the assignment is terminated by the empioyee fur unuc-
ceptable reasuns, the expenses are recoverudic lrom
the empioyee as a debt due the United States. The head
of the agency may, however, waive the night (o recovery
from a State or locsl government ecmployee assigned o
his or her ugency if, in his or her judgment, a waiver s
Justified.

I-8. APPLICADBLE STANDARDS OF
CONDUCT PROVISIONS AND CONFLICT
OF INTEREST LAWS

a. A State or local government cmployee on assign-
menl o an cxccutive agency, wacther by spputntment
or on detail, is supject to a nurnber of provisions of law
governming the ethical and uther conduct of Feceral
employces. Title 18, United States Code, prunipits
ceriasn kinds ol achivity:

—fCCCIVING COMPENNIlION [TOM vulside soumLes
lor mattens aticcung the Government (Seeuon 2U3)

—uCHNR a» Sgent or JIUMCY TOF UNYUNC N MGl
aftecuing the Guvernment (Sccuon 205);

—JCling OF purticipating 1N any matter in whicn e
or she. the immediate family, partner, or the organi-
zution with which he or she 1s connected has
hinancial mierest (Section 208);

—ruectving salaries ur cuntributions iram othier
than Goverminent suurces lot s or per Guvernmen:
services (Sccuion 209);

—soliciung of political contnbutions (Secuions
602 and 603);

—tnuimidating to secure political contributions
(Secuion 606);

Inst. 310
December |, 1983




3348 CHAPTER 333. TEMPORARY ASSIGNMENTS UNDER THE INTERGOVERNMENT PERSONNEL ACT

—failing to account for public money (Secton

643),

~—converting property of another (Section 654);
~—disclosing confidential information (Section

1905); and

—lobbying with appropriated funds (Scctiovn

1913).

b. State and local employees assigned to a Federal
agency are also covered by section 638a of title 31,
United States Code, which prohibits the misuse of
Government vehicles. For more complete summarics
of these and other perunent sceuons see FPM chapter
735, appendix A. They are also subject to Exceuuve
Order 11222, Prescribing Standards of Ethicai Conduct
for Government Officars and Empioyees; The Ethics in
Government Act of 1978; part 735 of the OPM's gov-
ernmentwide regulations governing employee respon-
sibiliies and conduct: and the more particular stan-
dards of conduct regulations of the Federal agency to
which they are assigned as well as any special statutory
reguirements iclaing o cmpioyee conduct,

c. The IPA does not excmpt u Federal employee,
whether on dstail or on leave without pay. from Federai
confli. t-of-interest statutes when assigned to a State or
local government.

d. The Federal empivyee may not gt as an agent of
attorney on penalf of the State of local government
before a4 Federal agency or a court in conncction with
any proceeding, applicatiun, or other matier in which
ine Feaeral Governmant 15 a purty or has a direct and
substanual interest. The conllici-of-interest statutes do
not prevent an assigned Federai empioyee from engag-
Ay i noarearesentational ctivitics such as organiza-
tonal assignments, personnei manaysment, and inter-
nai aaministration wnere those activities wouid not
violute otner standards of conuuct. When u Federal

inst. 310
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agency develops a specific intergovernmentai assign-
ment for a Federal employee it should be partucularly
alert 1o any possible conilicts-of-interest, or the ap-
pearance thereof, which may be inherent in the pro-
posed assignment. Conflict-of-interest rules shouid be
reviewed with the employee to assure that potential
conflict-of-interest situations do not inadvertently anse
dunng the assignment.

e. Under the terms of the Indian Self-Determination
and Educational Assistance Act, Federal employees on
assignment to an Indian tribal government are exempt
from conllict-ol-intcrest provisions concerning repre-
sentational uctivities, provided the employee mects
notification requircments. Federal assignees may act as
agents or artomneys for or appear on behalf of such
tribes in connection with any matter pending before
any department, agency, court, or commission, in-
cluding any marter in which the United States is a party
or has a direct and substantial interest. The Federal
assignee must advise, in writing, the head of the de-
partment, agency, court, or commission with which he
or she 15 dealing or appearing on behalf of the tribul
government, of any personal and substanual nvolve-
ment he or she may have had as an officer or empioyee
of the United States in connection with the maser
involved.

f. State and local government cmployces un assign-
ment are subject to the provisions of chapter 73 of title
5. United States Code (Suitability, Sceurity and Con-
duct, including restrictions on poiitical acuvity), and
any applicable local or State prohibiuons.

g. Before the agreement s signed, the Federal agen-
¢y must inform the empioyee of the provisions of ai
Jppropriate statutes and rcpulations or must provide
copies of the information to the empioyes. The em-
pioyee must acknowledge receipt ol this intformaution in
the assignment agreement.
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2-1. ARRANGING AN ASSIGNMENT

8. General, (1) The assignment procedures dis-
cussed in this subchapter apply equally—uniess other-
wise specifically stated—to the assignment oi an cm-
ployee from a Federul agency to a State or local
government and the assignment of an employee froma
State or local government 10 a Federal agency. Assign-
ments may be initiated either by a Federal agency or a
State or local government. The assignment may in-
volve one or more persons, may be drawn up in con-
Junction with reciprocal agreements, or may be a one-
way transaction.

(2) Assignments under the IPA are management-
initiated. Development of the proposed assignment
should be controlled by management. The benefits
to the Federal agency and the State or local govern-
ment are the primary considerations in initiating
sssignments; not the desires or personal needs of an
individual employee. The assignment is voluntary
and must be agreed to by the employee.

b. Assignment agreements. (1) General. An as-
signmem under the IPA must be implemented by a
wniten agreement.

(2) Agency responsibility.

{a) Before the Federal, Statc, or lucul govern-
ment employee decides on a pending ussigament,
the employee’s agency must inform the employee
of the choices he or she has 1n connection with hus
or her nights und benefits. The employes must
aiso be aware of his or her obligations and respon-
sibilities jor preserving these nights and benefits.

(b)When developing an assignment which in-
volves the movement of a Siate or local govemn-
ment emplovee to a Federal agency, the agree-
ment must specifically provide that the employee
can return to the State or {ocui position vecupred
prior 1o the assignment or to one of comparable
pay, duuies and semonity and that the employee’s
nights and benefits will be fuily protecied.

(¢) In negouating an sgreement, Federal, State,
and local governments should consider the effect
of the assignment on the nghts of an employee

Federal Persoanel Manual
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resulting from collective bargaining agreements
or established reiationships under either State or
local laws or regulations or Title VII of Pub. L.
94-454 (the Civil Scrvice Reform Act). For cx-
ample, under the Civil Service Reform Act. a
Federal employee has the right to join or not juin
an employee organization. Thus. a Federal agea-
cy should consider the possible effect of assigning
an cmployee to a position in 2 State or jocal
agency which requircs membership (in a union.
(3) Content of the agreement.

(a) The specific content of the agreement may
vary according tu the assignment. Opuunal Form
69 (latest revision) should be used for document-
ing the agreement, or Federal agencies may use
their own form for recording the agreement. [f
Opuonal Form 69 is not used, the agency form
must provide the following information:

—Name, social secunty number, job utle,
salary, classification, and address of the
participaing employee.

—~Parues to the agreement. (State or focal
junisdiction and the Federal agency)

—Position information, including organiza-
tional jocution of both the originai posi-
ton and the pusiiion entered nto under
ine agrecmnent. A complete and accu-
rute description of the assignment posi-
tion should be attached tou the
agreement.

—Type of assignment (detail or leave with-
out pay; State or local to Federal,
Federal to State or local), and peniod
covered by the assignment agreement.

—Goals of the assignment and a bnef state-
ment of how the goals are to be
achicved.

—~Relative benehits accruing to each orgam-

2anon and the cost-sharing arrange-
ment based on these benefits.

—Rcasons for cost-sharing decisions if fuc-
tors other than, or in addiuon to, reia-
tive bencfits are used.

Inst. 310
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—How increased knowledges, skills and
abilittes gained by the employee
through the mobility assignment will be
utilized at the compietion ol the
assignment.

—Applicability of Federal conllict-of-inter-
est laws.

—Applicability of ruies, regulations, and
policies of both the Stale or local juris-
diction and the Federal agency on em-
ployee conduct.

—Decisions of the Fedcral agency and the
State or local government concerning
the employee’s supervision, payment ol
travel and transportation expenses, sup-
plemental pay, the entitiement to leave
and holidays, provisions for rcimbune-
ments and the mcthod of rcimburse-
ment, name, title and address of offi-
Cials responsible for administenng the
financial aspects of the agreement.

~—Arrungement lor muntining lcave rec-
ords, both for earnings and charges.

—Employes benefits that will be retained.

—Pnivacy Act Stazement as contained on the
OF 69, (Rev. 9/79), for all agency-de-
veloped forms used in the program.

(b) The agreement must also make ciear that if
the empioyee is paid allowable travel and reloca-
ton expenses, he or she must complete the sntire
peniod of the assignment or one year, whichever is
snorter, as specified in subchapter 1-7f.

{c) For Federas empioyees the agreement must
assure tnat the assignee knows of hus or her obli-
gaton o return o the Fedzral service for a ume
zqual 0 the tengtn of the assignment, or be liabie
ter aii 2xpenses {exciusive of salary) associuted
with ine assignment. (See subchapter 3-6.)

1d) The agreement should also specity that f
State or local government employee on leave
without pay (o a Federal agency earns iess fcave in
3 Federal position than he or she would have
received in nis Of ner permanent agency, the State
or local government agrees either to pay the em-
pioyee far the additionul ieave or to make the
zaiance avalabie to the empioyee when he or she
returns to the permanznt agency if permitted un-
gsr State or locai law.

(4) Retirement, life insurance. and health bene-
fits. The written agreement documents the
cnoices the Federal empioyee on leave-without.
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pay makes in regard to retifement, group life
insurance, and health benefits. Before the em-
ployee consents to the agreement. the Federal
agency must notify the Federal cmployec of his or
her right to receive full retirement credit under the
returement system, and to rctun lull coverage
under the group life :nsurance and health benehits
programs. The agreement will obligate the em-
pioyee (0 continue making his or her share of the
payments, and the agreement will spell out the
arrangements for making the payments. For State
or local government cmpioyees, the agreement
must document entitiement to coverage under the
Federal Empioycc Hcalth Benelits program when
applicable (See subchapter 4-3d for more
information. )

2=2. FINANCING AN IPA ASSIGNMENT

a. The cost-sharing arrangements invoived in a mo-
bility assignment are worked out between the par-
ucipating organizations. The Federul agency may
agree 10 pay all, some, or nunc ul the costs of an
assignment. Such costs may inciude employee pay,
fringe benefits, relocation costs, and travel and per
diem expenses. Agency officials should be aware that
financial arrungements can have an impuct on the agen-
cy ceiling count (Subchapter 2-3. Reporung on SF
113-A and SF 113-G).

b. The IPA does not prohibit use of Federal grant
funds to support a mobiiity assignment in whole or in
part. In such cases, the concurrence of the funding
agency may be needed.

2-3. REPORTING ON SF U3-A AND SF U3-G

a. Instructions for reporting mooility assignees on
SF 113~A (Monthly Report oi Feusrul Civiian Em-
pluyment) and SF 113~G (Monthly Repurt of Full-Time
EquivalentWork- Year Civiliun Empioyment).

(1) Federal civilian employees on dezail to State or
local governments vhuuld not be reporied on SF
{13-A or SF H3-G if the orgunizauion to which an
assignment is made reimburses the assigning
Federal agency for at least 50 percent of the assigned
employee’s salary dunng the assignment.

(2) Federai civiliun cmployees on detail to mobil-
ity assignments should be reported on SF 113—~A and
SF 113—G. if the organization to which an assign-
ment is mudc does nut reunburse the assigning
Federal agency for at least 50 percent ol the assigned
employee’s salary during the assignment.
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(3) Federal civilian cmployees on leave without
pay for more than 30 days while on assignment with
State or local governments should be reporied as
separations on SF 113-A; such cmployees should be
reportcd as appropriuate on the SF 113-A only if they
are on lcave without pay for 30 days or less. Federal
civilian empioyees on leave without pay status are
not reported on the SF 113-G until they return to pay
status.

(4) State or local government employees on desail
10 mobility assignments with Federal agencies
should not be reporied on SF 113-A or SF 113-G.

(5) Suate or locul government cmployees un mo-
bility assignments, who have received Federal up-
pointments, should be reported on SF 113—-A and SF
113-G if their assignments are for more than 30
days: they should not be reported if their assign-
ments are for 30 duys or less.

2=}. TERMINATION OF AGREEMENTS

a. By participating guvernments. An usvgnment
may be terminuted at any iime at the option of the
Federal agency or the State or local government.
Where possibi¢. the party terminating the agreement
pefore the originai compietion date should give u 30-
day nouce w0 all parues involved. This notification
should be in writing and should include the reasons for
the terminauon. Copies of the termination notice
should be sent 10 the Office of Personnel Management.
(See subchapter 2-5a.)

b. By the Office of Personnel Management. The
Office of Personnel Management may dircct termina-
uon of sn assignment or take other corrective actions
wnen assignments are found to violate the require-
ments of the Iniergovernmental Pervonnel Act or pro-
Zram regulabions (5 CFR 334).

¢. Thruugh termination of employment. A mubil-
ity assignment must be terminated, immediately,
whenever the participating employce 15 no longer cm-
ployed by his or her onginal employer. whether the
cmplo, ce in assigned by detail ur by un appatniment.

2-5. REPORTS REQUIRED

a. Assignment agreement. Two copies of cach new
sssignment agreement must be submitted tu: Penonncl
Mobility Programs, Worklorce Elfcutiveness and De-
veiopment Group, Office of Pensonnel Management,
1900 E Street, Northwest, Washingion, DC 20415.
Assignment sgreements which are modified, extended
or terminated before the onginal completion date must

Federnl Personnel Manual

aiso be submutied to the Office of Personnel Managc-
ment. All submissions are due within 30 days atter the
agreement, cxteasion, icrmination, or modilication s
signed.

b. Changes in dutics and responsibilities whilc on
assignment. Any sigmilicant changes in an cimpioyce™
duties, responsiblities, salary, work assignment loca-
tion or supervisory relationships should be reported to
the Office of Personnel Management as a modification
to the original agreement. The assignment agreement
for cach employee must always be accurate, complete,
and current. Minor chunges such as changes in sulary
due to cost-of-living adjustments, changes in benclits
or benefit costs due to revised coverage, and very
short-term changes in duties should not be reported to
the Office of Personnel Management.

¢. Evaluation of assignments, Federal agencics
must establish systems to evaluate mooility assign-
ments both to and from the agencies. Agencies arc 1rec
to design cvaluation systcms to meet their own nceds,
but at a nununum, should sddress:

-—impuct and benefits of assignments;

~procedural probiems in using the mobility

authonty.

—plucement and use of assignees upon compictiun

of assignment;

~—number of assignees who fail to return to the

agency, and the reasons for not returniny;

—number of State and local employees hired by the

agency within three months of the terminution
of a mobility assignment with that agency;

—copies of nternal agency guidelines and other

matenal pertaining to the mobility program.

At the end of cuch fiscal year, cach agency must send
un cvaluation report on s use of the mobihity program
to. Henwonncl Mobility Progrutns, Wurktoree Lllce-
tiveness and Develupment Group, Office ol Perxonne!
Management, 1900 E Sureet, NW, Washinglon, DC
20415. This report has been cleared in accordance with
FPMR 10i=11.11 and assigned intcragency repurt con-
uol numoer .~OPM-AN. [n addition to reviewiny
agency self-evaluation reports, OPM will conduct
periodic on-site reviews of agency IPA mobility pro-
Bram acuvities.

2-6. COVERAGE UNDER THE PRIVACY ACT
OF 1974

a. General. The assignment agreement, alonyg with
other records that agencies muntain regarding an indi-
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vidual’s participation in such an assignment {except for
payroll records), when maintained as a system of rec-
ords within the meaning of the Privacy Act of 1974 (S
U.S.C. §52a), ure part of OPM’s Government-wide
Privacy Act sysiem of General Personnel Records
(OPM/GOVT-1). These records ase subject to that Act
and 1o internal agency procedures implementing the
Act, consistent with OPM regulations at S CFR 297.

b. The natice for the OPM/GOVT-I system appears
annually in the Federal Regisier. Agencies arc re-
minded that the Privacy Act restricts disclosure of
information on individuals. Further, disclosures of in-
formation outside the agency maintaining the record
{except 10 OPM representauves who are considered,
along with agency staff, as “officials™ of the agency
maintaining the records for purposes of the Privacy
Act) must be made consistent with statute. OPM has
established a number of routine uses for the OPM/
GOVT-1 sysiem that permit disciosures outside of the
agency. agencies may make such disclosures only so
long as an estabiished routine procedure exists. Agen-
cies may direct any gucstions concerning the Privacy
Act and these records, inciuding requests for aew or
revised routine uses, to the Assistant Director for Work
Force Information, Qffice of Personnel Management,
1900 E Street, NW, Washington, DC 20415.

¢. The Pnivacy Act Sutement on the OF 69 states
that the information neeged to compiete the assignment
agreement under the Intergovernmental Personnel Act
1s to be fumnished voluntanly by the individual. The
statement also says that those who do not furnish the
information may become ineligibie for the program.
This permits discretion on an agency's part to, for

1ast. 310
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example, complete the form from agency records or
make a decision based on the information that is
provided.

2-7. FREEDOM OF INFORMATION ACT
PROVISIONS

Mobility assignment agreements (OF 69, latest revi-
sion) and other information (maintained cither by com-
puter or manually) pertaining to mobility assignments
are agency records within the meaning of the Freedom
of Information Act. Thus, they are subject to requests
for access under that statute, either by the participant o
by third parties. When the request is made by the
participant, access shall be granted to the same extent
as if the request was made under the Privacy Act. Third
party requests must be handled individually. The law
requires that where access is not tocally pravided, then
reasonable portions of the record must be furnished.
Thus, if the records sought contained individually
identifiable data, removal of the personally identifiable
information may be appropriute, but other poruons of
the record should be disclosed. Each agency must
decide when an exemption under the Act exists and
whether the agency chooses to claim it. Generally, the
most appropriate excmption pertains to a clearly un-
warranted invasion of personal pnvacy, cited as §
U.S.C. 552(b)(6). OPM regulations provide for an
appeal of an agency's FOLA denial of access to OPM-
controlled records under certain circumstances de-
scribed at 5 CFR 294.108. Staustical dawa, information
on agency participation in the mobility program, and
other general information concerning the program are
availabie to the pubiic.
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Subchapter 3. Assignment of Federal Employees to State and Local Governments

3-1. GENERAL

a. Under the IPA, a Federal employee, with his or
her consent, may be assigned to a State or local govern-
ment either on detail or on leave-without-pay. in either
case, the assignee remains an empioyee of the Federal
agency and retains the rights and benefits attached to
that status. Generally, existing personnel policies ap-
ply to Federal empioyees on assignment to State and
local governments, except where the law specifically
extends to them certain other benefits.

b. The choice of the most appropniate (ype of assign-
ment—detail or icave-without-pay—is influenced by
vanous factors, including the posiion and duties as-
signed to the employee, and the agency decisions
concerning payment of expenses. State and local gov-
emment positions which require the empioyee to exer-
cisc legal or fiscal authonity, of 1o carry vut supervisory
responsitulity, may more appropnately be filled by
appointment, necessutaung leave-without-pay by the
Federal employee.

¢. Reducuon-in-force provisions continue 10 apply
to employees on an IPA assignment. Under some cir-
cumstances, cither a [emporary or continuing excep-
uon to a reduction-in-force order may be jusufiabie to
2void interrupuion or unumely termination of mobility
assignments. Agencies should consult FPM chapter
151 jor specinc criteria for these excepuons.

d. Ao smpioyee on a mobility assignment s sull a
Faderul employee and must be considered for promo-
uon equaily with other empioyees 1a the same agency.
The Federal agency must document this consideration
dunng the assignment.

¢. All other personnei actions which couid apply to a
Federal employee, or to his or her posiuon (e.g.,
reclassification, transfer of funcuion, reassignment),
conuinue to be applicabic while the employee s on a
mobility assignment.

3-2. PAY POLICIES FOR ASSIGNMENTS

a. General. In no case can a Federal employee eamn
iess on a mobility assignment than he or she would
have received 1n his or her Federal position.

Rderal Personnel Manual

b. Leave-without-pay. A Federal employee piaccd
in a lesve-without-pay status and appointed to a Stutc
or local government position receives the approprialc
rate of pay for that pasition. Thus, the assignce cuuld
reccive a higher ratc of pay than his or her Federul
salary. However, if the State or local salary is less than
the empioyee's current Federal salary, supplemental
pay must be provided to ensure that earnings are cyual
to the empioyee's Federal salary rate (see subchapter
3-4c).

¢. Detail. A Federai empioyee on detail is entitled to
his or her Federal rate of pay. However, such an assign-
ce muy receive a supplemental salary from a Stute or
local government when the position to which he or she
is being assigned has a higher established rate of pay.

d. Cost of Living Aliowance (COLA). A COLA
can be paid, when apprupnate, to Federal empioyees
on an IPA mobility assignment, whether they are on
deuail or serving in a leave-without-pay status. Becausc
COLA is part of an employee's total compensation, it
may be paid concurrently with either relocation ex-
penses or per dicm at the assignment location.

» . Merit Pay. The merit pay regulanons (S CFR 540)
extend the “interrupted service benefit” to Federal cm-
pioyees serving on an [PA mobility assignment {rom a
Federal position covered under 2 ment pay svstem.
Under the interrupted service benefit, empioyess rc-
ceive the average ment pay (ncrease received by com-
parably siuated cmployces in the agency durning the
penod when the cmployee's duty status was interruptey
due to service on an [PA mobility assignment.

3-3. STATUS OF A FEDERAL EMPLOYEE ON
DETAIL

3. General. Federal employees on detail remain
cmployces of their permancnt agencies for all purposcs
except work and supervision.

b. Pay and benefits. The detailed empioyes's pay.
allowances, privileges, nghts, seniority, and uther
benefits are prescrved and remasn in effect dunny the
assignment. He or she continues to receive pay, al-
lowances, and benefits from the Federal agency. even
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though these costs may be reimbursed {0 the agency in
whole or in part by the Siate or local government.

¢. Retirement and insurance. A detailed em-
ployee’s contributions for retircment, Medicure, lile
nsurance, and health benefits arc withheid from his or
her pay. If the detail is on u reimbursubic basis. the
wniten agreement must define, specifically, that por-
ton of the agency contributions each of the two junis-
dictions involved agrees to pay.

d. Annual and sick leave. A detiled employee
continues to earn leave under the Federal agency's
lcave sysiem und 0 have appropriate absence from
duty with the State or iocal government charged
aganst that leave. The responsibility for documenting
leave-carned and leave-used for dewiled employees
should be specified in the assignment agreement. The
240-hour himit for annual leave accrual remains in
effect for empioyees on an [PA assignmemt. All leave
used, as well as hours worked. must be certified by the
State or local government 10 tne Federal agency.

c. Workweek, hours of duty, and holidays. A
detaiied employee’s workweek and hours of duty will
be determined by the State or 1ocal government. (With
flexible workdays and workweesxs becoming more
prevalent in Federal agencies and in State and jocal
governments, agencies should determine whether an
employee’s tour of duty on mobility assignment will
conflict with law or regulutivns governing his or her
Federal workweek, hours ot duty, or holidays.) The
employee will either be excused from duty on all
Federal holidays without charge 10 ieave or will receive
holiday pay for work performed on a Federal holiday.
He or she may be excused irum Juty by the Statc or
local government employer on a State ur local holiday
without charge 10 leave, but will not be entitied 10
nremium pay f required 1o work on such a day.

3—1. ASSIGNMENT OF A FEDERAL
EMPLOYEE ON LEAVE-WITHOUT-PAY

4. Type of appointment. A Federul ecmployee as-
signed to a State or local government on ieave-without-
pay is given an appoinumnent in accordance with the
terms of the written agreement and the persunnei pol-
icies of that government.

b. Pay. A Federal employez un leuve-without-pay ts
pad’by the State or locyl zuvernment to which he ur
she is temporanily assigned. This salury may be more
than the cmployee’s current Foderal salary.

<. Suppiemental pay. A suppiemental salary puy-
ment must be made when the raze of pay of the State or

Inst. 310
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local government position 10 which the Federal em-
ployee is appointed is less than the rate of pay the
employee wouid have received in his or her Federal
position. [t cannut be paid in advance or in 2 lump sum.
It is not conditionai on complction of the full penod of
assignment. Whether an cmployce is entitied to sup-
plemental pay is decided by the Federal ugency official
authonzed 10 sigh the wnitten agreement and must be
communicated to the employee before he or she agrees
to the assignment. The suppiemental pay may vary
during the assignment depending on such things as

" promation, within-grade increase, merit pay increase,

or pay plan rcvimion. An assignment agrecment may
provide for reimburscment to the Federal agency for
the cost of suppiemental pay.

d. Annusl and sick leave. (1) A Federal employee
while on leave-without-pay from a Federal position for
assignment to a State or lucal government is entitied to
eamed annual and sick leave to the same extent as if he
or she had conunued in the reguiar Federal position.
Annual and sick lecave balances are transferabie both to
and from thesc assignments, subject to the himitation
prescnbed for annual leave carryover by section 6304
of title S, Unuted States Code. The assignment agree-
ment should specify whether the State or local govern-
ment or the Federal agency will pay for the cost of
leave.

(2) The agreement should normally provide for
the State or local government w0 maintun lcuve
records for the Federal employee assigned on leave-
without-pay.

(3) The entire assignment penod of leave-with-
out-pay is creditable in determimng the rate of ac-
crual for annual ieuve.

c. Workweek, hours of duty, and holidays. The
State or local government. 1n accordance with its reg-
ulations and policics. will determine the cmpiovee’s
workweek, hours of duty, and the hoiidays to wmch he
or she s cntitled.

f. Retirement, Medicare, group life insurance,
and health benelits.

(1) Reurement coverage.

(a) An employee is entitled to recetve full serv-
ice credit while on assignment if he or she con-
unues to pay the employee's contribution into the
Civil Scrvice Retirement and Disability Fund (or
other Federal retirement system). The employee's
Federal agency will cuntinuc to make (s matching
contributiva. Il the cmployee elects o retan full
retirement credit under the reurement system, the
agreement should specily, when applicabie, that

Federul Personnel Manual
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he or she is exempt from making retirement con-

tributions under any mandatory State or local

retirement system.

(b) If the cmpioyee elects not to pay the current
contributions as indicated above, he or she will
receive, if subjcct to the Civil Service Retirement
system, credit for as much of the leave-without-
pay as does not exceed six months in a calendar
year, or such credit, if any, as may be provided for
leave-without-pay under his or her retirement
system.

(c) An employec who eiects not to pay his or
her contributiuns to the Civil Service Returement
system whilec on 4 mobility assignment cannot
retroactively pay any foregone contributions.

(d) If an employee is injured or disabied while
assigned on leave-without-pay, he or she may not
receive both a Civil Service Federal disability
retirement and State or local government compen-
sation cavenng the same penod. This provision
does not bar the nght of the cmpioyee to receive
the benefit paying the greaier amount, or his or her
nght to a Civil Service reurement annuity based
on service, i.e., 8 non-disability annuity.

(e) If the employee or his or her survivor eiects
to receive any benefit from a State or focai govern-
ment’s retirement system based on the employee's
service dunng the assignment which OPM deter-
mines is similar to the employee’s Federul retire-
ment system, no Federal retirement credit may be
allowed for the time the employee was on the
assignment. If the State salary for the empioyee
on jeave-withoutl-pay 1s greater than the busic pay
of the empioyees’s Federal position, the basic pay
of the Federai position constitutes the maximum
salary wnich may oe considercd for Civil Service
reurement purposes.

() Federal cmployees on lcave-without-pay are
not covered by social security, uniess they had
social secunty coverage in their Federal employ-
ment because they were not covered under a
Federal returement system.

(2) Medicare tax. All wages paid after December
31, 1982, will be taxed the hospstal insurance portion
of the FICA tax for Medicarc Part A coverage.
Deductions must be withheld and reported in accord
with Treasury Fiscal Requirements Manual
lnstrucuons.

(3) Group life insurance and health benefits
coverage.

Federal Personne! Maaual
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{a) An employee on leave without pay is cn-
titled to conunue coverage for the duration of the
assignment—even if the leave without pay ex-
ceeds one year. To continue these coverages, the
employee must conunue to pay his or her share of
the premiums through the Federal agency and the
agency will pay its share. An employee assigned
1o a State or local government is covered so long
as he or she pays premiums; there is no period of
free coverage for these employees.

(b) If the empiloyee clects to be covered under a
State or local government's life insurance or
health beacfits program which OPM determincs
is similar to the programs for Federal employees,
the assigned employee is not entitled to continue
his or her coverage under the Federal programs.
Requests for such a determination should be ad-
dressed to Assistant Director for fay and Benefits
Policy, Compensauon Group, Office of Personnel
Management, Washingion, DC 2041S.

{c) At the completion of a mobility assignment
during which the cmpioyee elected to continue
coverage by paying premiums, an employes's
heaith benefits and life insurance coverage are to
be continued so as to provide for continuous
coverage.

(4) Federal agency responsibility. For retirement,
Medicare and group life insurance purposes, the
Federul agency 1s respunsibic for determuntng the
applicable rate of basic pay :n accordance with the
provisions of section 3373 of ue S, United States
Code. The agency is also responsible for collecung,
accounting for, and depositing in the respective ac-
counts, all reurcment, group life insurance. and
health benefits payments required to protect the
rights of the employee on leave without pay. and
accounting for and depositing in the respective funds
all agency contributions. As part of the writien
agreement, the agency must fumish the employee
with specific informauon about how. when, and
where payments are 10 be submitted. The agency
must also keep the empiloyee intormed on ali de-
velopments which affect rates, coverage, and enroll-
ment under the reurement, Medicare, life insurancs,
and health benefits programs (.., open scasons,
new coverages availabie, major changes in laws).

(5) Coverage. Employee payments for reurement,
life insurance and health benefits are considered
currently deposited if received by the agency v 1iuin
three months of the ead of the pay penod for wnich
payments were due. The employee's failure to de-

Inst. 310
December 1, 1983




Y v
CaR R At i S

TYTYTTIET R
AT A N A

AR B RS A NE A AR o e

(Nl ol aad il ik ats Sl el

334-16 CHAPTER 334. TEMPORARY ASSIGNMENTS UNDER THE INTERGOVERNMENT PERSONNEL ACT

posit the payments currently will terminate fuil re-
urement credit, and coverage under the group life
insurance and health benefits progrums, un the last
duy of the pay period lor which payments were
currently deposited, subjeet to u 3i-day extenmion of
wroup lilc insurance and health benciits as provided
by Parts 870 and 890 of Title 5. Code ol Federul
Regulations. Coverage so terminated may not begin
again until and unless the employee actually enters
on duty in a pay status (begias uctual work for which
he or she 1s paid) in a Federai agency. in a puosiion
nut cxcluded from coveruge. However, lull retire-
ment credit, group lile insurance. and health bene-
fits coverage may be reinstated retroactively when,
in the judgment of OPM, the faiiure to make the
required current deposits was duc to adminisrutive

crror ur ather circumstances beyond the coutiul ol

the empioyee and the reyuired payments were de-

posited at the first reasonabie opportuniy.

s Service Credit. (1) Service on a lcave-withoul-
pay assignment s creduable in full 1or Federai salary
purposes inciuding within-grude increases, and leave
Jecrual.

(2) Determinanon of an acceptabie Icvei of com-
peicnes for within-grade increasc purposcs under §
CFR Part 531, Subpart D 1s wuived for penods of
service under un assignment to a4 Siate or local
guvernment.

3-5. INCENTIVE AWARDS FOR FEDERAL
EMPLOYLES ON IPA ASSIGNMENTS

4 Foueral employees on JPA assignments are nat
sizioie jor Quality Step Increases (QSIEy) during the
assignment pened. QSI's are not uppropriate decuuse
soine lompurary naturs of the work sssignment. und
MU INCNAbILILY OF 3 supervisor to c2rtly that this icvay
ut perfonnance will continue.

8 As wuuld atherwise be upprupriate under Chap-
ters 45 and 54 of Title 5, Code ot Federal Regutations,
Foderal empioyees are shigibic to receive cash or hon-
orary awards for performance and suggestions related
0 their work on mobility assignments. in deciding
wnetner g Federal employce on un JPA assigninent
snuuld recerve u cush award. agency vificialy should be
purticwiarly mindful of the relationsmip berween the
sccomplishments of the assignment and the mission of
the agency. There must be substantiai benefit accruing
to the Federal agency's programs and acuviuies for the
agency to grant a cash award. The costs of a cash award

Iast. 310
December ], 1983

for a mobility assignee can be shared between par-
tictpating governments.

¢. If a State or local governiment wishes to grant a
cash award 10 a Federal einployee on 2 mobility assign-
ment, the employce’™s agency must be informcd cf the
award, the reasons lor i1, und must concur in this
action. If the action is concurred with, a copy of the
documentation should be retained in the smployee’s
Official Personnel Folder. Such State and iocal awards
may be either cash or honor awards.

d. OPM has developed a certificate of recognition
which Federal agencies may present to persons having
compieted a mobility assignment. Requests for the
Ceruficate (OPM Form 1161) should be addressed to
Personnel Mobility Programs, Office of Personnel
Management, 1900 E Sireet, NW, Washington, DC
20415.

3-6. OBLIGATED SERVICE REQUIREMENT

A Federal cinployee must agree, us a condition ol
accepung a mobility assigament, to return to the
Federai Government and to serve for a pertod of ume
equal to the length of the assignment. If the empiovee
fuils to carry out this agreement, he or sne must rexm-
burse the Federul agency for its share of the costs of the
assignment (exciusive of salary). The head of the
Federul agency from which the employee was assigned
may waive this reimbursement for good and sufficient
reason.

3-7. RETURN TO DUTY

a. At the compiction of a mobility assignment, the
Jgency must retum the empioyee (o the same posinuon
he or she occupied at the ume the assignment began or
reassign the individual to another position of like pay
and grade ievel. If promoted while on assignment, the
cmpioyee musi be returned (o the new position at the
completion of the assignment. Any organizational or
staffing changes affecung the position from which un
empioyee was assigned should be brought to hts or her
antenuon. The agency must notify the employee of the
position to which he or she will be returned at least 30
Juys before thc end of the assignment.

b. A retuming empivyce whno is aot satisiied with the
position in the Federual agency 10 which he or she will
be assigned has the nght to seek relief through appro-
priate agency channels. There is no provision for final
administrative review by OPM. If the position offered
the retuming empioyee is of a lower grade or pay than

Federal Personnel Manual
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the position heid immediately before the mobility as-
signment, the proposed action must be treated as an
adverse action under 5 CFR Part 752, when applicable.

¢. Panticipating agencies should be alert io the bene-
fits of appropriate utilization of empioyces returning
from IPA assignments. Assignees have had an oppor-

Federal Personne! Masoual

tunity to view their organization, the Federal Govern-
ment, and the intcrgovernmental system from an un-
usual perspective. Therelore, agencies should make o
special effort to utilize retuming employees so as to
benefit from the expericnce und insights they huve
gained in these intergovernmental assignments.

inst. 310
December 1, 198
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Subchapter 4. Assignment of Employees from a State or Local Government

41. GENERAL

a. An empioyee of a State or jocal government may
be given 8 iemporary appointment or may be assigned
by detail to & Federal agency. It is the Federal agency's
responsibility o inform a State or local employec on
assignment to the Federal government of the applicabie
Federa) employee laws as specified in subchapter 1-8,
above. Federal conflict-of-interest laws and the Federal
tort claims stattes are aiso applicable.

b. An employee of a State or local government who
1s assigned to a Fedenal position, either by detaul or by
appointment, may exercise supervision over Federal
employees.

¢. Agencies should not offer permanent appoint-
ments to State and local employces assigned to them.
The IPA mobility program is not t0 be used 25 a
mechanism (o facilitate career changes.

d. State and local government employees on assign-
ment to a Federal agency, whether by deuwi! or appoint-
ment, can receive honor awards. Only State and local
government empioyees given temporary appoinunents
under the [PA are eligible o receive cash awards for
performance or suggestion contributions. If a Federal
agency pians to recommend an award for a State or
local empioyee on a mabulity assignment, the agency
must obtan the concurrence of the assignee’s perma-
nent smployer. A Quality Step Increase (QS1) cannot
oe approved for State and local employees.

4-1. STATUS OF A STATE OR LOCAL
GOVERNMENT EMPLOYEE ON DETAIL

a. General. State and iocal employees detailed 0
Federal sgencies reman State or local government
employees for most purposes. Detailees are not eligi-
bie to enroil in Federal health bencfits programs, group
life \nsurance, or the Federal civil servics reurement
system. An employee assigned by detuil (o u Federal
agency may be assigned 10 an established, Classified
posiuon ia the Federal agency, or may be given a set of
sd boc, unclassified duties, relevant only to the specific
assignment project.

Federal Persoasel Manual

b. If the assignee is detailed to a set of unclassified
duties, the assignee continues to be paig directly by the
non-Federal organization at a rate of pay based on the

“assignee’s non-Federal job. The Federal agency may
agree to reimburse the non-Federal orgamization for
all, some, or none of the costs of the assignment
(section 1-5).

¢. Supplemental Pay. (1) An employee assigned by
detail to a ciassified position in a Federal agency is
entitled to eamn the basic rate of pay which the duues of
the assignment position would warrant undsr the ap-
plicable classification and pay provisions of the Federal
agency. If the assignee’s State or local salury 1s less
than the minumum rate of pay [or the Federal position,
the agency must supplement the salary to make up the
difference. Supplemental pay cannot be paid in ad-
vance or in a lump sum. lt is not condiuional on the
¢>mplet:on of the full penod of assignment. It may be
paid directly to the employee or reimbursed o the State
or local govemment. The supplemental payment may
vary dunng the assignment as ihe assignee’s regulas
salary varies and as revisions 10 the Federal pay plan
occur.

{2) To determine the appropnate minimun rate f
pay, the assignment positon must be properly de-
scribed and classified in accordance with applicable
classificanion provisions of the agency.

d. Hours of duty. Detailees will normally have the
same workweek and hours of duty as Federal cm-
ployees in the organization to which they are assigned.
However, if the workweek of the permanent empioyer
is, by State law or local ordinance, shorter than the
Federal workweek, the employee's workweek shouid
be adjusted as needed. Detaiiees are eiigibie to partici-
pate in altemanve work schedule arrangements of the
Federal agency but should not be forced to parucipate
il cunflicts ansc with State law or local ordinances.

¢. Holidays. State holiduys will be observed by
detasiees in accurdunce with Statc or local laws und
regulations. If there is a Federal holiday which 1s not
observed by the State or locality, the employee shouid
be excused from duty that day by his or her Federal
supervisot

Inst. 310
December 1, 1983
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{. Leave. Detuilees are covercd under their perma-
nent emplover’s leave system. The assignment agree-
ment will specify how the permanent cmployer will be
notified of icave taken and how the use of lcave will be
approved.

43. STATUS OF A STATE OR LOCAL
GOVERNMENT EMPLOYEE RECEIVING A
FEDERAL APPOINTMENT

a. General. (1) By stawute, a State or local govern-
ment employee may be given an excepted appoiniment
for two years without regard to the provisions govern-
ing appointment in the competitive service. This ap-
pointment may be cxtended for not more than un addi-
tional two years. Enter “171/Exc Appt NTE (date),” as
a nature of action code and nature of action on the
appointment SF 50. The legal authonty code and legal
authonity are cited as: “VPE/5 U.S.C. 3374."

(2) Agencies should establish qualification re-
quiremnents for assignment positions 1n accordance
with 5 CFR Part 302, which governs appuintincnts
to positions in the cxcepted scrvice. Special agency
plans (Secuon 302.105) which have either besn ap-
proved by OPM or cstablished under a deiegated
authonty agreement may be substituted for full con-
lormance with the pruvivions of Part 302.

(3) Normally, a State or iocai employee 1s ap-
pointed at the minimum rate of the grade. If an
agency wants 10 pay an sdvunccd step rute for a
posiuon at GS 11 wrougn GS 'S based upon supenor
quabifications of tne appucant, it must either: (1)
obtain pnor wntien approvai from the appropnate
office of OPM (FPM cnapter 338). or (2) make us
own geizrmination undsr o deieganon agr:cmcnl
authonized ov OPM for that purpose.

b Within-grude increases and merit puy. IPA
431N uppuinted [of more thun ury year are chigible
fOF CONSIGZratoNn or witnin-2radz increuses (FPM
chapter 531, Aswigness appuinied W pusitions covered
Oy merit pay are covered undsr the apency’s ment pay
system.

Inst. 310
December 1, 1983
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¢. Pay dilTerentials and leave. Stute and local ap-
poiniees are entitled to cost-of-living allowances and
other pay differentials, and are enutied 10 accumulate
and use leave to the sume extent ay other Federal
employees.

d. Health benefits. A State or locul government
cmployee is not cligible to enrull in the Federal Em-
ployees Health Benefits Program unlcss his or her
Federul appointinent results 1n the loss of coveruge
under a State or local health benetits sysiem, the pre-
mium of which has been paid in whole or in part by a
State or local government contribution. In such a case,
the appointed State or locul government ecmployce may
carull in the Federal Employees Health Benelits
Program.

¢. Retirement and life insurance coverage. (1)
State or local government employees given appoint-
ments are nox covered by any rcurement system for
Federal empioyees or by tne Federal Employees’
Group Life lnsurance Program.

(2) Coverage of uppuintees under social secunty
1y generally guverned by whetner or not they were
covered in State or local service. If they were ex-
cluded from coveruge in their permanent positions,
coverage shouid not be extended under mobility
assigament. 11 (he cmpluyees nad social seeurity
coverage in their State or local government, the [PA
penmuts them to continue such coverage but as State
ur local employees ruther thun Federul employees.
f. Failure of employer to pay contribution. If a

State or local government fauls t¢ continue the empioy-
er's contribution to the State or local government reture-
ment, life insurance or health benedits pian, the Federal
agency may pay the employer’s contnbutions (or any
part of them) for the empioyee's pernog of assignment.
The Federal agency will transmit any such contribu-
uons directly to the Stae or lucul guvernment sysiem
ur to the appropriate fund. The cmpioyes must con-
tinuc his or her cuntnbutions (o the apphicablc bene
program. Arrangements for these payments should be
specinied 10 the assignment agrecment.

Federal Personnel Manual
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FrM Cheprer 334 ASSIGNMENT AGREEMENT
Title tV of the
Inmrgovemmental Personnal Act of 1870
(5 US.C. 3371 .3376)

INSTRUCTIONS

This sgreement constitutes the written record of the obligetions Within 15 days of the stfective date of the assignment, two cODies
end responsidilities Of the parties 10 & temporsry sssignment of this form must be sent t0:
srranged under the provisions of the intergovernmentst Personnel Faculty Feliows and Personnel Mobility Division
Acrof 1870 OHice of intergovernmentsl Personne! Progrems

Otfice of Personnel Menagement

£.0. Box 14184
The term 'Stete or locs! government,” when apoesring on thig Washinqion, DC 20044
form. aho refers to an institution of higher sducstion, an indian

. ) o Procedurs questions on completing the susighment spreement
tribs! povernment, snd any Other sligibie orpanizstion. form or on :rh« stpects relgting m'thc mobitity prow:l:‘:bculd
be sodmsmd to sither mobility program coordinators in esch
Fecers! sgency o to the staff in the Interpovemmentsl Personnet
Copies of the compieted and signed agrvement should be retsined Progrems Dwwlon ir Otfice of Personne! Management’s regionsl
by esch signatory. oMwce.

PART 1-NATURE OF THE ASSIGNMENT AGREEMENT
1.

l lNqun«wm DU&«W I lEmm’on
PART 2-INFORMATION ON PARTICIPATING EMPLOYEE
2. Name {Last, Firse, Miadle) 3. Socis! Security Number
4, Home Address {Streec, City, Stare, /P Code) & - A. Heve you ever been on » mobility msignment?

| ves | l NO
€.-8. I{ “YES™, cate of each assignment (Month end Yeer)
FROM: TO:

PART 3-PARTIES TO THE AGREEMENT

6. Feders! Agency fList office, bureeu or Apenizstions] unit which |7. Ststs or Loca! Governmant (/dentify the governmenta! sgency)
it perty 10 the spreewent)

8. Is assgnment being made throuph s facuty fellows program? LJ YES | I NO
tf yes, give name of progrem,

PART 4—POSITION DATA

A-~Position Currently Held
8. Employment Otfice Name and Address (Building, street, aity, 10. Employes’s Position Title 11. Ot{«cs Phone No. (Arse Codel
Strte and Z1P code)

12. Immed ate Supervisor (Neme and Title)

8-Tvpe ¢! Current Appointment

13. Fecers! Employem (Check appropriste boa.) 14. Stste ond Loca!l Employees
Carver Competitive indicate GS Lovel State or Loca! Annus! Selery Originat Date Empioved by the
]
Other (Specityl State or Locs! Government
C~Position To Which Amignment Will B¢ Made
15. Employment OHce Name snd Address (Building, street, city, 18. Amsgnee’s Position Title 17. Office Phons No. (Aree Code)
Stwte and ZIP codel
18, immaediate Supervisor (Neme and Title)
“ Desvoy Proviows Editions 60 89-104
=25
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& PART 6~ TYPE OF ASSIGNMENT

19. Oheck Appropriste Box 20. Period of Assignment (Moneh, Duy, Yesr)
N On detsil from g Fecers! agency FROM : TO:
~:.\ On lssve without pay from s Feders! sgency
:;" On detail to & Feders! sgency
. On appointrment in s Feders! sgency
e PARY §-REASON FOR MOBILITY ASSIGNMENT
21. Indicate the for this mobility assignment and discuss how the work will benefit the perticipsting governments. in sadition,
indicate how the emplioyee will be utilized ot the pietion of this sssignment,
a
T PART 7—POSITION DESCRIPTION

- 22. List the major dutses snd responsibilities to be performed whils onghe mobility wssignment. Attach #n accurste current description of
- - the position being filied through the IPA smignment,

. PART 8—EMPLOYEE BENEFITS

3. Rate of Basic Pay 24. Specisl Pay Conditions {indicate sny conditons that could
incresse the szigned employee’s ion during the
. assignment period)

25. |.sewve Provisions (/ndi the 1 and sick leeve Denelits for which the ssmgned employee is eligible. Specity the procedures for

reporting, requesting and recording such lmve)

G-26
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PART 13~APPLICABILITY OF RULES, REGULATIONS AND POLICIES
M. Check Approprets Rone

YES A. The ruies end policies governing the internel operstion snd mensgement of the sgency ©

Yes, with exceptions grmched which my essignment is mede under thix sgreement will be obssrved by me.

B. { have been informed thet my smignment mey be lermineted at sny time st the option of the Feders! spency or thy Smte or loml

overament .

Dc 1 have Deen informed that any trevel and transportation experses eoversd from Federsl sgency sporopriations may be recoversbie a8
o debt due the Unired S1ates, f 1 00 not serve umtil the complntion of my sssignment (unisss ter minsted serlisr by either employer)
of One year, whichever i shorter,

D D. | hove been Informed of applicsble provisions shouid my POSHION with my permanent employ e become subject © 8 reductiondn-
force procedurs,

E. Lagree 10 serve in the Civll Service upon the complstion of my sssignment 1or 8 period sque! 1o that of my smsipnment. Bhouid § felt
10 serve the required time, | have been informad that { will be liabis to the United Rares for sll expenses lexcept wiery) of my ae-
signment. (For Feders! employses only)

PART $4-CERTIFICATION OF ASSIGNED EMPLOYEE
In signing this agreement, § certify that | understand the terms of this sgrsement snd sgres to the rulet, regulstions and policies as indicated

in Part 13 abowve.
35. Location of Astignment fAlene of Orpenizstion) 36. Dste (Month, Dey, Yeor}
From: To:
1
37. Signature of Amsigned Employes 38. Date of Signsturs fMonth, Dey, Yesr)

PART 1S—CERTIFICATION OF APPROVING OFFICIALS

in signing this sgreement, we certity thet:
— the dexcription of duties and resporsibilities is current pnd tully end acourstely describes thoss of the assigned employse.
~ this assighment is being entered into to serve 8 sound, mutuel puUbiic purpose snd not wiely for the empioyee’s bensfit:

- &1 the compiniion of the sssignment, the participsting employee will be retumed to the position he or she occupied st the time this
sgreement was entered into or 8 pOsition of (ike ssniority, steys ond pey.

State or Locs! Government Apency Feders! Agency
38. Sgnature of Authorizing Otficer 40. Signeture of Authorizing Officer
41. Date of Spnsture (Month, Dey, Yeer) 42. Dnte of Signaturs (Month, Dey, Yeer]
43, Typed Name and Title 44, Typed Name ond Trtie
PRIVACY ACT STATEMENT

Sections 3373 and 3374, Assignment of Employees To or From State or Locsl Governments, of Title 5, US. Code, author-
izes collection of this information. The dats will be used primarily to formally document and record your temporary ss-
signment to or from a State or local government, institution of higher education, Indian tribal government, or other efigible
organizstion. This information may aiso be used as the lega! basis for personne! and financial transactions, to identify you
when requesting information sbout you, e.9., from prior employers, educationst institutions, or law enforcement agencies,
or by Suste, local, or Federal income taxing sgencies.

'. Solicitation of your Social Security Number (SSN) is authorized by Executive Order 8397, which permitted use of the

. SSN as an identifier of individus! records maintained by Federa! agencies. Furnishing your SSN or sny other data requested
& voluntary. However, failure to provide any of the requested information may result in your being ineligible for participa-
tion in the Intergovernmental Assignment Program,

. *US GOVERNMENT PRINTING OFFICE: 1979~ 31133928
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PART 0-FISCAL OBLIGATIONS

Identity, where sporopriste, the oftce 10 which invoices and 1rme and sttendence records shoulid be sent.

26. Feders! Agency Obligations (If peying more then 50 percent of |27, State or Locs! Government Agency Odlgstions
@ Feders! ermployes s sslary beyond & 6-month peviod, apecily
retionale for contehering decisi

o

BAr

PART 10—CONFLICTS OF INTEREST AND EMPLOYEE CONDUCY

. D 28. Applicable Federal, State or loca! contiicrof interest lows have been reviswsd with the employes to mmre that conflictof intersst
situstions €O nO\ inadvertently arise during this sssggrumant.

; D 29. The employee has been notifred Of lews, rules snd reguiationy, sng policies on smpioyee cONduCt which 8pply 10 him while on this
smgnment.

PART 110 PTIONS

30. Indicate coverage or “N A" if not applicable 31. State or Locs! Agency Benelits lindicate all State employee
Denelits thst wil! De retmined by the State or locsl sgponcy
) A. Federsl Employees Group Lie Insurence employse being assigned to s Feders! spency. Also include »
. statement certifying coversge in 8ll State and iocs! employse
D Coversd r] NA. benefit programs that are elected by the Feders! employse on
B. Feders! Civil Service Revrirement foore -:’m pey from the Faders! agency To 8 Swte or loce/
ogency.

(] cowee ] na.

C. Feders! Employee Mesith Benefns

[ covered ] na.

32. Other Benefits (Ind. any other employse bene!its to be mede pert of this agreement)

PART 12-TRAVEL AND TRANSPORTATION EXPENSES AND ALLOWANCES

33. Indicste: (1) Whether the Feders! sgency o1 State or joce! sgency will pay trevel end trensportation expenmes to, trom, andd dum’ 2
sssignment as specified in Chapter 334, of the Federst Personne! Manual, end (2) which trevel and C will be




i
v
'Il

)
o

Bl
e 's "ol

.o '-. ... :’ ; .. | ..- ... ..-

o
o
.
* .
* .
.,
»
a

s

'\ A e P T

APPENDIX H-TECHNOLOGY TRANSFER PROGRAM

DEPARTMENT OF THE NAVY
NAVAL OCEAN SYSTEMS CENTER
SAN DIRGO, CALIFORNIA 921328000

NOSCINST $700.1B
0141/RN:ghe
25 January 1985

NOSC INSTRUCTION 5700.1B

From: Commander, Naval Ocean Systems Center
To: Branch Heads, Project Office Heads, and above

Subj: TECHNOLOGY TRANSFER PROGRAM (R

Ref: (a) SECNAVINST 5700.14A
{b) OPNAVINST 5700.13
(c) NAVMATINST 5700.2A
(d) Stevenson-Wydler Technology Innovation Act of 1980 (P.L. 96-480)

(e) SECDEF memo for Secretaries of Military Depts., DDR&E, and ASD (Comp)
of 21 Jun 1972

(f) CNM ltr ser MAT OBL1/WKW of 16 Oct 1981

1. Purpose. To implement Military-Civilian Technology Transfer and Cooperative

Development policy, as set forth in reference (a), at the Naval Ocean Systems
Center.

2. cCancellation. NOSCINST 5700.1A.

3. Background

a. In the past, the Department of the Navy developed certain technologies
for military purposes which were transferred to and proved to be valuable for
the civilian economy. The Department of the Navy and various civilian agencies
have also cooperated in the deévelopment of various technologies; this coopera-
tion has reduced costs and was mutually beneficial. However, such activities
were conducted on an ad hoc rather than a systematic basis.

b. 1In this period of growing demands on limited national resources, it is
important to pursue all avenues which will bring about more effective utiliza-
tion of available assets. By reference (a), the Secretary of the Navy stated
that, subject to the general guidance of the Assistant Secretary of the Navy
(Research, Engineering and Systems), it is the policy of the Department of the
Navy to promote military-civilian technology transfer and cooperative develop-
ment, and assigned responsibility for arranging implementation of this policy
to the Chief of Naval Operations. By reference (b), the Chief of Naval Opera-
tions (CNO) designated the Chief of Naval Material (CNM) to act for the CNO in
implementing the policy. By reference (c), the CNM designated the Deputy Chief
of Naval Material for Acquisition (DCNM for Acquisition) as the Director of
Military-Civilian Technology and Cooperative Development and responsible to the
CNM for the execution of the program.

c. Reference (d) reaffirms the continuing responsibility of the Federal
Government to ensure full use of the results of this nation's Federal investment
in research and development by encouraging, where appropriate, the transfer of

Federally owned or originated technology to state and local governments and to
the private sector.
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NOSCINST 5700.1B
25 January 1985

d. Technology transfer, as interpreted by Congress, means the active involve-
ment in the transformation of processes and products within the labs so they can
be used by private industry and State and local governments. Simply being able
to cite that something developed by a laboratory has found its way into public use
does not satisfy the requirements of reference (d). Likewise, simply providing
library services which compile reports does not satisfy the action-oriented intent
of reference (4d). ’

4. Policy. This Center will:

a. Actively participate in the Navy's program to promote military-civilian
technology transfer and cooperative development, within the guidelines estab-
lished by the Department of Defense in reference (e).

(1) The level of effort of the work undertaken shall be such that it
does not impede the accomplishment of the missions of the military services and
the defense laboratories.

(2) The projects selected for nondefense work shall be compatible with
the technological capability of the laboratory performing the work.

(3) Projects may be undertaken in support of federal, state, and local
government organizations. Nondefense work will be performed for the private
industrial sector only on an exception basis.

(4) The full costs of projects undertaken shall be supported by transfer
of funds through formal written agreements.

(5) Jointly-sponsored projects are permitted when there is also a direct
application to military requirements. The commitment of funds and resources to
joint programs shall be commensurate with the interest of each agency in the
project.

(6) where appropriate, the transfer of existing Federally owned or
originated technology to state and local governments and to the private sector
will be encouraged.

b. Establish in Code 014 an Office of Research and Technology Applications
(ORTA) to facilitate technology transfer.

¢. Participate in the activities of the Federal Laboratory Consortium for
Technology Transfer and other organizations established under reference (d) within
guidelines of reference (e).

d. Keep the public informed about the Center's and the Navy's role in
military-civilian technology transfer and cooperative development,

5. Responsibilities

a. The Program Director for Technology, Code 0l4, is responsible for the
adminigstration of the military-civilian technology transfer and cooperative devel-
opment program at NOSC. He shall establish the ORTA and designate a Technology
Transfer Focal Point, who shall be the point of contact required by references (c)
and (f).
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NOSCINST 5700.1B
25 January 1985

b. The Technology Transfer Focal Point is authorized to represent the Center
in all technology transfer matters and is designated as the single point of con-
tact for providing results to higher authority.

6. Action (&

T RV UV, YT v v v -
o

a. Technology Transfer Focal Point. The Technology Transfer Focal Point
will:

(1) Manage the Center program and direct administration and evaluation of
Technology Transfer (T ) materials and assignments received at the Center.

(2) Assure compliance with references (a) through (£f) and act within the
authority granted therein.

(3) Host all T2 visitors to the Center and be responsible for setting up
briefings at NOSC.

(4) Maintain a repository of all Tz brochures, etc.

(5) Provide assistance to RDT&E personnel for integration of Tz data into
the transfer process.

{6) Prepare biannual reports of T2 efforts.

{(7) Determine which NOSC direct projects are T2 and coordinate with
Corporate Budget and Reporting, Code 1212.

(8) Develop and publish procedures necessary for implementation of a T2
program at the Center.

(9) Coordinate with the OSfice of Legal Counsel, Code 001, for legal
instruments needed to implement T  contracts and with the Supply Department for
contract forms.

Development Office,
Technical Volun-

(10) Coordinate and develop a program with the Employee
Code 142, for use of the NOSC Emeriti Program to support the T
teer Services (TVS) Program.

2

(11) Conduct liaison with other agencies in the public and private sectors
as necessary to carry out this policy.

(12) Seek opportunities for military~-civilian technology transfer which
are within the guidelines of paragraph 4.

(13) Keep the Program Director for Technology and Center management in-
formed of progress, and submit reports on significant programs.

- (14) Keep Center personnel informed of opportunities for technology
- transfer.

Office of Patent Counsel, and Manufacturing TEShnology. on publications and other
documentation that can be transferred to the T Program.

E (15) Coordinate with such NOSC organizations as the Public Affairs Office,
) H-3




NOSCINST 5700.1B
25 January 1985

(16) Establish the Office of Research and Technology Application (ORTA)
and perform functions of:

(a) Information Dissemination. Each Federal laboratory is directed
by reference (d) to "provide and disseminate information on Pederally owned or
originated products, processes, and services having potential application to
state and local governments and to private industry.” Some laboratories are
carrying out outreach efforts to fulfill this objective.

(b) Cooperation with other agencies. Each Federal laboratory is
directed to cooperate with and assist the Center for Utilization of Federal Tech-
nology being created under reference (d) by the Department of Commerce. The

intent is to use existing networks to facilitate communication between users and
sources.

(c) Technical Assistance. Federal laboratories are also required by
reference (d) to "provide technical assistance in response to requests from state
and local government officials.” This approach indicates the value of and need
for person-to-person interaction in producing effective transfer.

(17) Ensure that the Tz Program maintains the appropriate context, such
as:

(a) The Center may provide only resources that are not available
through ordinary business channels or are available only at excessive cost. The
resources are provided on a reimbursable basis or by use of volunteers.

(b) Technology Transfer Program activities shall not interfere with

mission responsibilities. The Center's primary purpose is to respond to defense
requirements.

(c) Center facilities will not be added (i.e., procured specifically
for) to meet technology transfer objectives. The program must function within
the currently available resources.

(d) Technology transfer activities shall relate to the Center's
available skills and areas of expertise. The RED investment leverage can be maxi-
mized by use of readily available knowledge and skills, rather than by implementing
pProjects which require still more investment. Requests for assistance outside of
the Center's areas of expertise shall be referred to other activities/agencies.

(18) Tz activities will consist of but are not limited to interface with:

(a) Federal Laboratory Consortium (FLC)

(b) Reimbursable T2 Projects

(c) Technical Volunteer Services (TVS)

(d) Emeriti Program

(e) Intergovernmental Personnel Act (IPA)

(£f) Defense Technical Information Center (DTIC)
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NOSCINST 5700.1B
25 January 1985

(g) Govermment-Industry Data Exchange Program (GIDEP)
(h) Tz Society
(i) Other Govermment agencies

b. Commander/Top Management. Center management is responsible. to:

(1) Establish and communicate, to participants and the community, the
perception that the program is valuable.

(2) Acknowledge program legitimacy as part of the Center's mission.
(3) Provide for easy access by ORTA.
(4) Provide funds for the administration of the program.

c. Line Management. Line management will perform the following functions:

(1) Inform the '1"2 Focal Point, Code 0141, regarding ongoing and antici-
pated technology transfer and cooperative development activities under their
cognizance.

(2) Ensure proper determination on DD1498, block 21, whether project has
commercial or military use only, and submit a technical assessment form for each
commercially applicable task.

3) Provide Technology Fact Sheets for submission to NTIS upon request
by the T Focal Point.

{(4) Provide technical expertise to support determination as to whether
a potential technology selected for transfer is or is not military critical
technology.

d. Code 142/'1’2 Focal Point. The Head, Employee Development Office, and the
T Focal Point shall develop a program to recruit volunteers for the T Technical
Volunteer Services (TVS) program. The Emeriti Program shall be a key element.

e Tz Focal Point, Office of Legal Counsel, and Head, Supply Department.
The T Focal Point, the Office of lLegal Counsel, and the Head, Supply Department
shall develop all necgssary legal/contractual tools necessary to implement TVS
Program agreements, T  reimbursable projects, etc.

£. T2 Focal Point, Public Affairs Office, and Patent Counsel. The T° Focal
Point; Head, Public Affairs Office; and Patent Cou95e1 shall develop procedures
for review of all NOSC publications to determine T relevant material and dis-
tribution controls. The Public Affairs Qffice shall also be responsible for TVS
and other newsletters necessary to the T program,

g. T2 Focal Point and Code 1212. The Tz Focal Point and Corporate Bnget
and Reporting, Code 1212, shall develop procedures for certification of T
(DD1498, Item 21) and preparation of the technical assessment form required by
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NOSCINST 5700.1B
25 January 1985

reference (d). Technology assessments, coordinated through the Department of
Commerce, are intended to determine the potential of R&D projects for successful
application in state and local government and private industry. This activity
helps foster technology transfer by focusing awareness on technology in labora-
tory projects which may be appropriate candidates for transfer.

h. Manufacturing Technology. Manufacturing Technology, Code 9302, shall

provide the T° Focal Point with a listing of projects, abstracts on work content,
and an assessment of commercial use.

7. Directive Responsibility. The Program Director for Technology, Code 014, is
responsible for keeping this instruction current.

F. M. PESTORIUS

Distribution:
Cc
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